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1.1

Introduction
Inthepast,peoplehaveusedslowandunreliablemethodstogenerate,send,
receiveandstoreinformation.However,todaymillionsofpeopleareusing
devicescalledcomputerstoproduce,shareandstoreinformation.Before
embarkingontakingComputerStudiesasacourse,itwillbenecessarytoask
thequestion:Whatisacomputer?

Definitionofacomputer
Acomputerisanelectronicdevicethatacceptsuserinputalsoreferredtoas

dataandtransformsitundertheinfluenceofsetsofspecialinstructionscalled
programstoproducethedesiredoutputreferredtoasinformation.

Datacanbedefinedasrawfactsthatdonothavemuchmeaningtotheuserand
mayinclude:numbers,lettersandsymbols.Informationistheprocesseddata
thatismeaningfultotheuser.Thecomputerissaidtobeelectronicbecauseit
utilizessmallelectricalsignalstoprocessinformation.

Before20thcentury,mostinformationprocessingwasdonemanuallyorbyuse
ofsimplemachines.Today,millionsofpeopleareusingcomputers
InofficesandathometoproduceandstoreusefulinformationaboutallAspects
ofbusiness,scientificresearch,governmentactivitiesandPersonaldetails.
Togetherwithothertelecommunicationfacilities,computershavealsobecome
thefastestandmostreliablemeansofcommunication.Theintegrationof
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computersand,telecommunicationfacilitiesforthepurposeofcommunication
iswhatisreferredtoasinformationandcommunicationtechnology
(lCT).Computerscomeindifferentsizesanddesignsbutthemostcommonisa
computerreferredtoasapersonalcomputer(PC).Personalcomputersare
mostlyusedinoffices,schools,businesspremisesandathome.

1.2

Partsofacomputer
Acomputerismadeupofacollectionofdifferentcomponents
thatareinterconnectedtogetherinordertofunctionasasingle
entity.Acomputerisbasicallymadeupofasystem unitand
otherdevicesconvictedtothesystem unitcalledperipheral
devices.Examplesofperipheraldevicesinclude;themonitor,the
keyboardandthemouse.

Thesystemunit
Thisisthepartthathousesthebrainofthecomputercalledthecentral
processingunit(CPU).Thesystemunitalsohousesotherdevicescalleddrives.
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Drivesareusedtostore,recordandreaddata.
Figure1.2showsatowerstylesystemunit.

Peripheraldevices
Peripheraldevicesareconnectedtothesystemunitusingspecialcablescalled
datainterfacecablesthatcarrydataandinformationtoandfromthedevices.
Thecablesareattachedtothesystemunitusingconnectorscalledports..

Peripheral.DevicesmaybearrangedasshowninFigure1.1withthemonitor
restingontopofthesystemunit.Sometimes,thesystemunitmaybemadeto
standalone(towerstyle)astheoneinFigure1.2.

Thekeyboard
Itisthemostcommondevicethatenablestheusertoenterdataand
instructionsinthecomputerbypressingitskeys.

Themouse
Itisadevicethatenablestheusertoissueinstructionstothecomputer
Bycontrollingaspecialmousepointerdisplayedonthescreen.

Themonitor
Thecomputermonitororsimplythescreenisatelevisionlikedeviceusedfor
displayingoutput.Itiscalledamonitorbecauseitenablestheusertomonitoror
seewhatisgoingoninthecomputer.

1.3
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Classificationofcomputers
Computerscanbecategorisedaccordingto:
1.Physicalsizeandprocessingpower.
2.Purpose.
3.Functionality.
Classificationaccordingtophysicalsizeandprocessingpower
Computerscanbeclassifiedintofourmaingroupsnamelysupercomputers,
mainframecomputers,minicomputersandmicrocomputers.

Supercomputers
Theyarethefastest,largest,mostexpensiveandpowerfulcomputersavailable.
Theyareabletoperform manycomplexcalculationsinafractionofasecond.
Becauseoftheirextremeweight,asupercomputeriskeptinaspecialroom.Due
totheirhugeprocessingpowersupercomputersgeneratealotofheat.Special
coolingsystemsarethereforerequired.SometimesthewholeCPUisimmersed
inanaquarium liketankcontainingliquidfluorocarbontoprovidecooling.

Supercomputers are mainly used for scientific research,which requires
enormouscalculations.Applicationsthatjustifyuseofsupercomputersinclude
aerodynamicdesignandsimulation,petroleum research,defenseandweapon
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analysisamongothers.Supercomputersaremainlyfoundindevelopedcountries
suchasinUSAwheretheyareusedforadvanced
Scientificresearchsuchasnuclearphysics.Figure1.3showsanexampleof
supercomputer.

Mainframecomputers
Theyarelesspowerfulandlessexpensivethanthesupercomputers.While
supercomputersmaybedescribedasgiantcomputers,themainframesaresaid
tobebiginsize.Theyareusedforprocessingdataandperformingcomplex
mathematicalcalculations.Theyhavealargestoragecapacityandcansupporta
varietyofperipherals.

Mainframecomputershandleallkindsofproblemswhetherscientificor
commercial.Theyaremostlyfoundingovernmentagencies,bigorganizations
and companiessuch asbanks,hospitals,airportsetc.which Have large
informationprocessingneeds.Figure1.4showsapictureofamainframe
computer.

Minicomputers
A minicomputerresemblesthemainframebutisslightlysmaller.Thusitis
referredtoasasmall-scalemainframecomputer.Althoughitsupportsfewer
peripheraldevicesandisnotaspowerfulandfastasthemainframecomputer,it
was developed as a cheaperalternative to the mainframes forsmaller
organizations.They are used mainly in scientific laboratories,research
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institutions,engineeringplantsandplaceswhereprocessingautomationis
required.Theyare welladapted forfunctionssuch asaccounting,word
processing,databasemanagementandspecificindustryapplications.Figure1.5

showsapictureofaminicomputer.

Microcomputer
Amicrocomputeristhesmallest,cheapestandrelativelyleastpowerfultypeof
computer.It is called a microcomputer because;its CPU is called a
microprocessor,whichisverysmallcomparedtothatofamini,mainframeor
supercomputers.Microcomputersarealso called personalcomputers(PC)
becausetheyaredesignedtobeusedbyonepersonatatime.

Microcomputersarecommonlyusedintrainingandlearninginstitutions,small
businessenterprises,andcommunicationcentersamongothers.Today,the
powerofmicrocomputershasgrowntremendouslyclosingthegapthatformerly
existedandreservedfortheminicomputersandthemainframes.
Technologicaladvancementhasseenthedevelopmentofsmallerandsmaller
microcomputers.Thefollowingarethevarioustypesofmicrocomputersin
operationtodayarrangedindescendingorderaccordingtosize.
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1.Thedesktopcomputer
-Notportable.ItisdesignedtobeplacedonTopofanofficedesk.

2.Thelaptopcomputer
-Portablelikeabriefcase.Itisdesignedtobeusedbyplacingitonthelaphence

itsname.

3.Thepalmtope.g.personaldigitalassistant(PDA)
-Smallenoughtofitinthepocketandcanheheldinthepalmwhenbeingused.

Classificationaccordingtopurpose
Computerscanbeclassifiedaccordingtothetaskstheyperformeitheras
generalorspecialpurposecomputers.

General-purposecomputers
General-purposecomputershavebeendesignedtobeabletoperformavariety
oftaskswhenloadedwithappropriateprograms.Theyarethemostcommon
typesofcomputersinusetoday.Theirflexibilityenablesthemtobeappliedina
widerangeofapplicationslikedocumentprocessing,performingcalculations,
accounting,dataandinformationmanagementamongothers.

Specialpurposecomputers
Specialpurposecomputersaredesignedtoserveaspecificpurposeorto



mariamkerubo2020@gmail.com

Formorehighschoolnotes,FORM1-4ALLSUBJECTS,
setbooks,guidebooks,CPA,CIFA,IT,ICT&other

E-materials
WhatsApp0746711892

accomplishoneparticulartask.Suchcomputerscanperform noothertask
excepttheonetheyweremeanttodo.Thismeansthatthesetofinstructions,
whichdriveaspecialpurposecomputer,arelimitedinnumberatthetimeof
manufacture.Examples of such computers include,robots used in a
manufacturingindustryproductionline,mobilephonesforcommunicationonly
andelectroniccalculatorsthatcarryoutcalculationsonly.

Sincespecialpurposecomputersarededicatedtoasingletask,theycanperform
thetaskquicklyandveryefficiently.

Classificationaccordingtofunctionality
Computerscanbeclassifiedaccordingtothetypeofdatatheycanprocess.Data
caneitherbeindiscreteorcontinuousform.Discretedatawhichisalsocalled
digitaldataisonethatcanberepresentedasdistinctvaluesthatdonothave
anytransitionalstagesovertimee.g.either1orO.Continuousdatawhichis
alsocalledanalogdatacanberepresentedasprogressivelychangingvalues
overtime.Computerscanbeclassifiedasdigital,analogorhybrid.

Digitalcomputers
Digitalcomputersprocessdigitaldataonly.Anydatatobemanipulatedbya
digitalcomputermustfirstbeconvertedtodigitalform.Mosthomeappliances
todayarealsodigitalinnature.Forexampletoincreasethevolumeofadigital
televisionyousimplypressabuttonanditchangesfrom1to2,3Ifthesame
televisionisanalog,itwouldhaveaknob
thatyoucancontinuouslyturnroundorslideinaslottoincreaseordecrease
thevolume.
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Analogcomputers
Thisreferstocomputersthatprocessdatathatisanaloginnature.Analog
computerssolveproblemsbymeasuringtheamountofchangethatoccursin
quantitieslikespeed,temperatureandpressure.Ananalogmachineisusuallya
specialpurposedevicethatisdedicatedtoasingletask.Analogcomputersare
usedinmanufacturingprocesscontrollikemonitoringandregulatingfurnace,
temperatures,andpressures.Theyarealsousedinotherapplicationslikein
weatherstationstorecordand processphysicalquantitiese.g.wind,cloud
speed,temperatureetc.

Hybridcomputers
Hybridcomputersaredesignedtoprocessbothanaloganddigitaldata.
1.4Developmentofcomputers
Before1900,mostdataprocessingwasdonemanuallyusingsimpletoolslike
stonesandstickstocountandkeeprecords.Around2000yearsago,Asian
merchantscameupwithaspecialcalculatingtoolcalledabacusthatcouldbe
usedtocalculatelargefigures.Abacii,arestillinuseeventoday.Anabacusis
madeupofarectangularframeandacrossbaratthemiddle.Itisfittedwith
wiresorstringsrunningacrossfrom theframetothecrossbarasshownin
Figure1.8.
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,1+5=6
Eachbeadhasavalueof5

Crossbar
Eachbeadhasavalueof14+5=90+0=0

3+5=8
Fig.1.8:Representingnumbersusinganabacus

8Howtorepresentanumberusinganabacus
Eachbeadinthelowerrowrepresentsunitaryvalueswhiletheupperones
representfives.Torepresentanumber,thebeadismovedtothecrossbar.
Thosebeadsawayfromthecrossbarrepresentzeros.TheabacusinFigure1.8
representsthenumber6908(sixthousandninehundredandeight).

Thefirstmachineaftertheabacusthatisusuallyregardedastheforerunnerof
modem computerswasdevelopedbyanEnglishmathematiciancalledCharles
Babbageandwasnamedtheanalyticalengine.AfterthedeathofBabbagein
1871therewaslittleimprovementonhisworkuntilthe1930s.Thefirst
computer-likemachineMark1wasdesignedbyProfessorHowardAkenof
HorrardUniversityin1939.Mark1becameoperationalin1943.Itweighed5
tonsandwas16m long.Sincethen,rapidadvancementsincomputinghave
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beenrealizedandcanbecategorisedintofivegenerations.

Firstgenerationcomputers(1940sto1958)
Thesecomputerswereverylargeinphysicalsizeandusedthousandsof
electronicgadgetscalledvacuum tubesorthermionicvalves.Thesetypesof
computersconsumedalotofpowerhencetheyconstantlybrokedowndueto
theexcessiveheatgenerated.Examplesofsuchcomputersaretheelectronic
numericintegratorandcalculator(ENIAC)andtheelectronicdiscretevariable
automaticcomputer(EDVAC).

Secondgenerationcomputers(1958-1964)
Computersinthisgenerationoperatedusingtiny,solid-stateelectronicdevices
called transistorsthatweremuch smallerthan thevacuum tubes.These
computersproducedlessheat,weremuchfaster,smallerinsizeandmore
reliablethanthosemadewithvacuum tubes.Examplesofsecond-generation
computersincludeIBM1401and7070,UNIVAC1107,ATLASLEOMarkIIIand
Honeywell200.

Thirdgenerationcomputers(1964-1970)
Thethird generation computersused electronicdevicescalled integrated
circuits(ICs)insteadoftransistors.Anintegratedcircuitconsistsofthousands
ofsmalltransistorcircuitsetchedonasemiconductorcalledasiliconchip.The
useofintegratedcircuitimprovedtheprocessingspeedandstoragecapacityof
computers.Examplesofthirdgenerationcomputersincludedsmallerandless
expensiveminicomputerssuchasIBM360andILL19000series.
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Fourthgenerationcomputers(1970topresent)
51From1970,furthertechnologicalimprovementwasdoneonthesiliconchip
designbycompressing
moretinycircuitsandtransistorsintoevensmallerspace.Thisdesignproduced
whatiscalledlargescaleintegrated(LS1)andverylargescaleintegrated(VLS1)
circuitswhichwereusedintheinnovationandtechnologicaldevelopmentofthe
brainofthecomputercalledthemicroprocessor.Amicroprocessorisacomplete
centralprocessingunit(Processor)usedinmicrocomputers.Theresultwas
developmentofverysmallcomputerswithveryhighprocessingspeed.Thefirst
microcomputerwas called Apple 11 Otherfourth generation computers
includedIBM370and4300,HoneywellDPS-88andBurroughs7700.

Fifthgenerationcomputers
Inthisgenerationfallstoday'scomputersthathaveveryhighprocessingpower
andspeedsthantheirpredecessors,andwhosesizeisincreasinglybecoming
smaller.Thesecomputershavespecialinstructionsetsthatallowthemto
supportcomplexprogramsthatmimichumanintelligenceoftenreferredtoas
artificialintelligence.

Alotofresearchisbeingdonetotryandcomeupwithamachinethatcanwork
withouthumanintervention.Oneofthemostsuccessfuldevelopmentsinthis
fieldistheadventofcomputersthatcanhelpmanagerstomakedecisionsand
thosethatcanoffercriticalexpertservicestousersinsteadofrelyingonhuman
professionals.

Areaswherecomputersareused
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Computershavemanyadvantagesoverothertypesofofficeandbusiness
equipmentsthatareusedfordataprocessingfunctions.Threeofthe
advantagesare:

1.Computersprocessdatafaster.Theprocessingspeedofacomputer
measuredagainstotherdevicesliketypewritersandcalculatorsisfarmuch
higher.

2.Computersaremoreaccurate.Aslongasthecorrectinstructionsanddata
areentered,computersW producemoreaccurateresults.Theyhavetheability
tohandlenumbersuptomanydecimalplaceswithoutroundingoff.

3.Computersaremoreefficient.Acomputerutilizesminimum resources,to
processdataascomparedtohumanbeingsorothermachines.Forexample
computersrequirelessefforttoprocessrepetitivetasks.Inourdaytoday
activities,weusecomputersinalmosteveryaspectofourlives.Thefollowing
aresomeoftheareaswherecomputersareused.

Supermarkets
Mostretailstoresusecomputerstohelpinthemanagementofdailyactivities
likestockcontrol.Thestockcontrolsystem keepsaccountofwhatisinstore,
whatistobesoldandwhatisoutofstock.Themanagementisautomatically
alertedwhenaparticularitem oritemsarerunningoutofstockandneed
reordering.

Offices
Computershaveincreasedefficiencyinofficesbyreducingthetimeandeffort

neededtoaccessandreceiveinformation.Mostmodernofficefunctionshave
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beenautomatedforfastermessagedistributionanddocumentprocessing.

Banks
Specialcashdispensingmachinescalledautomatedtellermachines(ATMs)
haveenabledautomationofcashdepositandwithdrawalservices.Efficiencyhas
alsobeenincreasedduetobetterrecordkeepinganddocumentprocessing
broughtaboutbycomputers.

Industries
Computersarebeingusedtomonitorandcontrol.Industrialprocesses.The
computeragehasseenthewideuseofremotecontrolleddevicescalledrobots.
Arobotismachinethatworkslikeahumanbeingbutperformstasksthatare
toounpleasant,dangerous,orcomplexandtedioustoassigntohumanbeings.

Hospitals
Computersareusedtokeeppatientsrecordsinordertoprovideeasyaccessto
apatientstreatmentanddiagnosishistory.Computerizedmedicaldevicesare
nowbeingusedtogetacrosssectionalviewofthePatientsbodythatenables
physicianstogetproper.Diagnosisoftheaffectedpartofthebodywithhigh
levelsofaccuracy.Computersalsocontrollifesupportmachinesinintensive
careunits(lCU).

Transport
Computersareusedtomonitorvehicletrafficinabusytown,aircraftnavigation
andtomakereservations.
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Communication
Integrationofcomputersandtelecommunicationfacilitieshasmademessage
transmissionandreceptiontobeveryfastandefficient.Becauseofthespeed
withwhichinformationcanbetransmittedaroundintheworldusingcomputers
theworldissaidtohavebecomeaglobalvillage.
Lawenforcementagencies
Informationheldincomputerssuchasfingerprints,photographsandother
identificationdetailshelpslawenforcerstocarryoutcriminalinvestigations
speedily.

Education
Computersarewidelyusedintheteachingandlearningprocess.Learningand
teachingusingcomputersisreferredtoascomputer-aidedlearning(CAL)and
computeraidedteaching(CAT).Forexampleexperimentsin subjectslike
ChemistryorPhysicsmaybedemonstratedusingaspecialcomputerprograms
thatcandepictthemonthescreenthroughaprocesscalledsimulation.
Domesticandentertainment
Computerscanbeusedathomeforrecreationalactivitiessuchaswatching
movies,playingmusicandcomputergames.Theycanalsobeusedinstoring
personalinformation,calculating,keepinghomebudgetsandforresearchin
variousfields.

Libraryservices
Inacomputerizedlibrary,acomputerenableslibrarypersonneltoeasilyaccess
andkeepupdatedrecordsofbooksandotherlibrarymaterials.Libraryuserscan
alsousecomputerstosearchfortitlesinsteadofusingthemanualcard
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catalogue.

1.6Thecomputerlaboratory
Acomputerlaboratoryisaroomthathasbeenspeciallypreparedtofacilitate
installationofcomputersandtoprovideasafeconduciveenvironmentfor
teachingandlearningofcomputerstudies.Thefollowingfactorsmustbe
consideredwhenpreparingacomputerlaboratory.
1.Securityofcomputers,programsandotherresources.
2.Reliabilityofthesourceofpower.
3.Thenumberofcomputerstobeinstalledandtheavailablefloorspace.
4.Themaximumnumberofusersthatthelaboratorycanaccommodate.

Safetyprecautionsandpracticesinthecomputer
Laboratory
Aftertheestablishmentofthecomputerlaboratory,anumberofsafety
precautions,rulesandpracticesneedtobeobservedinordertoavoid'
accidentalinjurytotheusers,damageofcomputersorlackofaconducive
environmentforteachingandlearning.Thesafetyprecautionsandpractices
include:
Behaviorinthecomputerlaboratory
Thefollowingrulesmustbefollowedinandaroundacomputerlaboratory.

1.Avoidsmokingorexposingcomputerstodust.Thisisbecausesmokeand
dustcontainsmallabrasiveparticlesthatcandamagecomputercomponents
andcausewearingofmovingparts.

2.Avoidcarryingfoodandbeveragestothecomputerroom.Foodmayfallinto
themovingpartsofthecomputeranddamagethem.Liquidsmayspillinto
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computerpartscausingrustingorelectricaldefaults.
3.Avoidunnecessarymovementsbecauseyoumayaccidentallyknockdown
peripheraldevices.

4.Atalltimesfollowthecorrectprocedureforstartingandshuttingdownthe
computertoavoidlossofdataanddamagetocomputerPrograms.

5.Donotopenupthemetalliccoversofcomputersorperipheraldevices
withoutpermissionandparticularlywhenthecomputerspowerisstillon.

Protectionagainstfire
Acomputerroomshouldhavegaseousfireextinguisherslikethosefilledwith
carbondioxide.Waterbasedorpowderextinguishersshouldbeavoidedbecause
theycancausedamagetocomputercomponents.

Cablesinsulation
Allpowercablesinthecomputerroommustbeproperlyinsulatedandlaidaway
frombusypathwaysintheroom.Laythempreferablyalongthewallintrunks.
Thisavoidsthedangerofexposingtheusertoelectricshockandpower
interruptionscausedbystumblingoncables.

Stablepowersupply
Computersaredelicatedevicesthatrequireastablesourceofpower.Power
from mainssupplyisnotalwaysstableandmaysometimesexperiencepower
surgesorundervoltagesometimesreferredtoasbrownout.Toprotectthe
computerfrom beingdamagedduetopowerinstabilities,avoidconnectingit
directlytothemainssupply.Instead,connectittoaspecialdevicecalledun-
interruptiblepowersupply(UPS)thenconnecttheUPStothemainsasshown
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below

TheUPSchargeswhenmainspowerisonandhaspowersurgeand.brownout
protectioncapabilities.Whenthemainspowergoesoff,itgivessomesound
alert(usuallyabeepingsound)toalerttheuser.

TheUPSperformstwomainfunctionsnamely:

1.Itregulatespowerfromanunstablepower
sourcetotherequiredCleanstablevoltageby
eliminatingsurgesandbrownouts.
2.Ittemporarilyprovidespowertothe
computerincaseofasuddenpowerfailure
henceallowingtheusertostorehis/herwork

andshutdownthecomputerusingthecorrectprocedure
Toenablecontinuityofworkevenintheabsenceofmainspower,organizations
thatgivecriticalserviceslikebanks,schoolsandhospitalsusuallyinstalla
standbygeneratorthatautomaticallycomesonincaseofapowerfailure.Power
fromthegeneratormustpassthroughaUPSbeforebeingfedtothecomputer
becauseitisalsonotstable.

NB:Generallyspeaking,devicesthatprovidealternativesourceofpowerare
usuallyreferredtoaspowerbackups.

Burglarproofing
Todeterunauthorizedaccesstothecomputerroom,itisimportantto
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implementthefollowingcontrols.

1.Fitstrongmetallicgrillsandlocksondoors,windowsandroofinCasethe
roofingisweak.

2.Donotwelcomestrangersintothecomputerroom.

3.Considerinstallingsecurityalarmsatstrategicaccesspointsthatwouldalert
thesecuritypersonnelincaseofabreakin.

Ventilation
Theremustbegoodaircirculationinthecomputerroom toavoidsuffocation
andoverheating.Rememberthatbothcomputersandhumanbeingsemitheat
energyintotheenvironment.Properventilationenablesthecomputertocool
andhence,avoidsdamagetoelectronicpartsthatcanbecausedByoverheating.
Properventilationcanbeensuredby:
1.Ensuringthattheroomhasenoughventilationpointslikewindows.
2.Installinganair-conditioningsystem.
3.Avoidingovercrowdingofeithermachinesorpeopleintheroom.

Dustanddumpcontrol
acomputerlaboratoryshouldbelocatedawayfromexcessivedust.Theroom

shouldalsobefittedwithspecialcurtainsthatwouldreduceentryofdust
particles.Computersmustremaincoveredusingdustcoverswhennotinuse.
Humidityshouldbeatanoptimumof50%.Humiditylowerthanthisallows

staticelectricitytobuildupandcausesdamagetosensitiveelectronic
components.alsohighhumidityofover70% causerustingofthemetallicparts
ofthecomputersystem.Topreventbothhighandlowhumidityplace
humidifiersintheroom
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Lighting
awelllitcomputerroompreventseyestrainthateventuallyleadstoheadaches,
stressandfatigue.Itisimportanttoadjustthebrightnessofthecomputer
monitoruntiltheeyesfeelcomfortablebeforeusingacomputertoavoid
damagingyoureyes:
fitradiationfilterscreens.Whicharespeciallytintedtoreducethelightthat
reachestheeye.Avoidusingaflickeringmonitorbecausethiscancauseextreme
eyestrainthatcandamageeyesight.

Standardfurniture
Thetableonwhichacomputerisplacedmustbestrongandwideenoughto
beartheweightandaccommodatealltheperipheraldevices.Thechairforthe
usermustbecomfortable,andhaveastraightbackrestforonetosituprightas
illustratedbelowtoavoidmusclepainsandbackachescausedbypoorposture.
Theseatmustbehighenoughrelativetothetableforcomfortableuseofthe
handsonthekeyboardandtheeyesmustbethesamelevelasthetopofthe
screenwhentheuserisseated

Practicalhandsonskills
Starting-up(Booting)acomputer
1.makesurethatallthecomponentsareproperly
connected.Thecomputermustbeconnectedtoan
activepowersource.
2.Switchonthemonitorfirst,
3.Switchonthesystemunit
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Whenthepowerison,thecomputerautomaticallygoesthroughaprocessof
self-testandpreparationforuse.Thisprocessiscalledbooting.Therearetwo
typesofbootingnamely:
* coldbooting
* warmbooting.

Coldbooting
Thishappenswhenthecomputer,originallyoff,isswitchedonbypressingthe
powerbuttonofthesystemunit.
Thecomputerstartsbycheckingallitscomponentstodeterminewhetherthey
arefunctioningcorrectlyandwhethertheyareavailableforuse.Thisprocessis
calledthepower-on-self-test(POST).Duringthisprocess,themonitorwill
displayinformationshowingthestatusofeachdevicebeingtested.Incaseone
ofthedevicesisfaultyormissing,thisprocesswillhaltandamessagealerting
theuserisdisplayedonthescreen.ThespecialprogramthatdirectsthePOST
processiscalledthebasicinputoutputsystem(BIOS).

WhenthePOSTprocessisover,thecomputerdisplaysapromptmessage
requestingonetostartusingit.
Somecomputershaveprogramsthatrequireapersontoidentifythemselves

byprovidingausernameandapassword(asecretwordgiventotheuser)
beforeitcanallowonetousethem.Theprocessofprovidingsuchinformation
iscalledloggingonanditisasecuritymeasuremeanttodeterunauthorized
usersfromusingthecomputer.

Warmbooting(restarting)
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Thishappenswhenthecomputer,originallyon,isforcedtorestartbypressing
therestartbuttononthesystemunitorbypressingacombinationofkeyson
thekeyboard.Itisalsopossibletowarmbootacomputerbyusingtherestart
commandfoundinaspecialprogramcalledanoperatingsystem.

Shuttingdownacomputer
Itisimportantthattheuserfollowsthecorrectprocedureofshuttingdownthe
computeratalltimes.Iftheprocedureisnotfollowedthenlossofdata,damage
ofprogramsandcomputercomponentsmayoccur.

Procedureforshuttingdownacomputer
1.Ensurethatalltheworkhasbeenproperlystored.Thisprocessiscalled

saving.
2.Closeallprogramsthatmaybecurrentlyrunning.
3.IfyourcomputerisrunningonMicrosoftWindows98orlaterversions

then:
(a)Clickthestartbuttononthescreen.
(b)Selecttheshutdowncommandfromthemenulist.
(c)Inthecomputerpromptthatappears,selectshutdownthenpresstheenter
keyonthekeyboard.(d)AfterafewsecondsthemessageITISNOW SAVETO
TURNOFFTHECOMPUTERappearsonthescreen.Switchofthesystemunit
thenthemonitor.

NB:Somesystemunitsswitchthemselvesoffautomaticallywhenyoudosteps
3(a),(b)and(c)above.
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Keyboardlayout
ThekeysonthekeyboardcanbecategorizedintofivegroupsasshowninFigure
1.11.

Alphanumerickeys
KeysarelabeledwithalphabeticlettersA-Z,numbersarrangedinaline1,2,
……..0respectivelyandsymbolslike:?,],% etc.Thisgroupalsoincludesthe

followingkeys:caplock,entertab.spacebarandbackspace.
Capslockkey:Pressingthiskeylet'stheusertypeinuppercase-letters,(capitals)
Toswitchbacktolowercaseletterssimplypressthesamekeyagain.
Enterkey(returnkey):Pressingthiskeyforcesthetextcursortomovetothe
beginningofthenextline.Acursorisablinkingunderscore(-)oravertical
beam(I)thatshowswhere,thenextcharactertobetypedwillappear.Theenter
keyisalsousedtoinstruct.thecomputertoexecuteacommandthathasbeen
selectedonthescreen.
Tabkey:Thiskeyisusedtomovethetextcursoratsetintervalsonthesame
linee.g.10mm,20mmetc.
Thespacebar:Thisbarcreatesaspacebetweenwordsduringtyping.
Thebackspacekey:Thiskeydeletescharactersfromrighttoleftonthesame
line.
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Functionkeys
Functionkeysareusuallylocatedalongthetopofthekeyboard.Theyare
labeledFI,F2uptoFI2.Theyareusedfortasksthatoccurfrequentlyinvarious
programs.ForexamplepressingFIkeyinJmostprogramsstartstheHELP
MENU.

Cursormovementandeditingkeys
Cursormovementkeysareusedtomovethecursoronthescreen.Thesekeys
are:
Arrowkeys:Pressingtherightorleftarrowkeymovesthecursoronecharacter
torightorleftrespectively.Pressingtheupwardordownwardarrowkeymoves
thetextcursoronelineupordownrespectively.
Pageupandpagedownkeys:Pressingpageupkeymovesthecursorupone
pageincasethedocumenthasmanypages.Pressingpagedownkeymovesthe
cursordownonepageincasethedocumenthasmanypages.
Homeandendkeys:Pressinghomekeymovesthecursortothebeginningof
thecurrentline.Pressingendkeymovesthecursortotheendofthecurrentline.
Editingkeysareusedtodeleteorinsertcharactersinadocument.Theseare:
Insertkey:Thiskeyhelpstheusertoinsertorreplaceacharacteratthecursor
position.
Delete(Del)key:Thiskeydeletescharactersatthecursorpositionfromleftto
right.
SpecialPCoperationkeys
Thesekeysarerarelyusedsinglybutincombinationwithotherkeystogive
specialinstructionstothecomputer.TheyincludeSHIFT,CTRL,ALTandESC
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keys.

Numerickeypadkeys
Thenumerickeypadconsistsofasetofnumbers0to9andthearithmeticsigns
like+(addition),(minus),*(multiplication)and/(division).Theyarelocated
ontherighthandsideofthekeyboard.Thekeypadismeanttohelptheuserto
rapidlyenternumericdata.Thenumbersonthenumerickeypadcanonlybe
usedwhenthe,situatedonthenumerickeypad,isturnedon.

Otherwise,theycanbeusedascursormovementandeditingkeyswhennum
lockkeyisturnedoff.Itisimportanttonotethatnotallkeyboardshavethe
numerickeypad.Forexampleportablecomputersmaylackaseparatenumeric
keypadduetosizelimitations.

Practicalkeyboardskills
TYPINGRULES:
1.SituprightwithbothfeetfirmlyonthegroundmaintaininganalertPosture.
2.PlacethematerialtobetypedonyourleftinapositionyoucanreadWithout
strain.
3.Restbothhandsonthekeyboardwithfingersrestingonthehomekeys.
Thesearekeysonwhichfingersrestduringtypinginreadinesstopressother
keys.ThehomekeysforthelefthandstartingwiththesmallfingerareA,S,D,F
withthethumbonspacebarwhilethoseoftherighthandaretheapostrophe(')
semicolon(;),L,Kwiththethumbonthespacebar.
4.Starttypingthetextslowlyatfirst,makingsureyouareusingalltheTen
fingersandthatyoupressthekeynearesttothehomekeyswiththeclosest
finger,e.g.topressQ,usethesmallfingeronthelefthandwhiletopressJ,use
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theindexfingerontherighthand.
Mouseskills
Mice(thepluralofmouse)comesinvariousshapes,colorsanddesigns.Today
onecanevengetamousethatuseswirelesstechnologythatis,itdoesnothave
aconnectioncable.Mostmicehavetwobuttonsbutsomemayhavethree.
Figure1.12isanillustrationofamouse.

Usingthemouse
Whenthemouseismadetoslideonaflatsurface,it
controlsapointeronthescreen,whichiscalledamouse
pointeroracursor.Tomakeaselection,thepointermustbe
ontheitemthatistobeselected.Afterselecting,theuser

canmanipulatetheitembypressingamousebutton

USINGTHEMOUSE:
1.Placethemouseonaflatsmoothsurface.
2.Gentlyholdthemousewithyourrighthand,usingthethumbandthetwo
right-mostfingers.
3.Theindexfingershouldrestontheleftbuttonwhilethemiddlefingerrests
ontherightbutton.
NB:Forlefthandedpeople,itispossibletochangethemousesettingsinorder
tocomfortablyholditusingthelefthand.

Terminologiesassociatedwiththeuseofamouse
Clicking:Thismeanspressingandreleasingtheleftmousebuttononce.Aclick
oftenselectsanobject.
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Doubleclicking:Thismeanspressingtheleftbuttontwiceinquicksuccession.
Doubleclickingusuallyopensafileorstartsaprogram
Rightclicking:Pressingtherighthandsidemousebuttononcedisplaysalistof
commandsfromwhichtheusercanmakeaselection.Thislistofcommandsis
calledashortcutmenuorcontextsensitivemenu.Itiscalledacontextsensitive
menubecausethecommandsonitapplytotherightclickeditem.

Draganddrop:Thisiswherebytheuserdragsanitemfromonelocationonthe
screentoanother.Theproceduretoaccomplishthisoperationisasfollows:

1.Pointtotheitemyouwanttodrag.
2.Pressthelefthandsidemousebuttonandholditdown
3.Slidethemouseuntilthepointerreachesthedesiredpositiononthescreen.
4.Finallyreleasethemousebuttonandtheitemwillbedroppedinthenew
location.

COMPUTERSYSTEMS

Chapteroutline

2.1Introduction
2.2Inputdevices
2.3Thecentralprocessingunit(CPU)
2.4Outputdevices
2.5Secondary(auxiliary)storagedevicesandmedia2.6Powerandinterface
cables
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2.7Basiccomputersetupandcabling
2.8Computersoftware
2.9Criteriaforselectingacomputersystem

Introduction
Inthepreviouschapter,youwereintroducedtosomeofthepartsordevices
thatmakeupacomputer.However,acomputersystemrequiresmorethanjust
acollectionofdevices.Theterm system canbedefinedasacollectionof
independententitiesthatcollectivelyworktogethertoachieveadesiredgoal.

Thesystemsapproachtocomputingwasborrowedfrom thesocialscientists
whobelievethatallthingscanbeviewedasbeingmadeupofsmallindependent
components(subsystems)thatcometogethertoform abiggermorecomplex
system.Forexample,aschoolcanbeseenasasystem withthestudents,
teachers,accountsdepartmentandtheadministrationassubsystems.The
schoolsystemitselfisasubsystemoftheministryofeducation!Therefore,the
term computersystem referstoacollectionofentitiesthatworktogetherto
processandmanageinformationusingcomputers.Itisimportanttonotethat,
systemsexistwhethercomputerizedormanual.However,thecomputeris
replacingmanymanualprocesseshencetheneedtostudytheideaofa
computersystem.Forexample,adocumentprocessingsysteminthesecretarys
officecanbemademoreefficientbycomputerizingit.

Acomputersystem consistsofthreemaincomponentsnamelythehardware,
thesoftwareandthecomputeruser(liveware).Allthephysicalcomponents
bothmechanicalandelectronicthatmakeupacomputersystem suchasthe
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monitor,thesystem unit,keyboard and mouseetc.arecalled hardware.
Softwareisasetofcomputerprogramsthatguidesthecomputerineachand
every activity thathappensinside the computerduring data processing
operations.Humanbeingsbythemselveshavetheabilitythoughlimited,to
processdataandmanageinformation.Computershavebeendesignedtohelp
humanbeingstoenhancetheefficiencyofprocessingandmanaginginformation.
Itisthehumanbeingwhoissuescommandstoacomputerdependingonhisor
herneeds.

Thehardwareelementsofacomputeraregenerallygroupedintofourmajor
categoriesnamelyinputdevices,centralprocessingunit,outputdevicesand
storagedevices.

Inputdevices
'Datamaybeenteredintoacomputerusingkeyingdevicessuchasthekeyboard,
orusingpointingdevicessuchthemouse,orbydevicesthatautomatically
capturedatafrom thesourcereferredtoasdatacapturedevicese.g.scanners
anddigitalcameras,orbyvoicerecognitiondevicessuchasmicrophones.The
mainpurposeofinputdevicesistoconvertthehumanreadabledatainto
electronicormachinereadableform.

Inputdevicescanbeclassifiedaccordingtohowtheyareusedtoenterdata.
Thisincludes:
1.Keyingdevicessuchasthekeyboard,keypadetc.
2.Pointingdevicessuchasmouse,trackballetc.
3.Scanningandotherdatacapturedevices.
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4.Speech recognitionorvoiceinputdevices.
5.Touchscreen, digitizeranddigitalcameras.

Keyingdevices

Keyboardandkeypad
Thesearethemostcommoninputdevices.Thesedevicesenterdataintoa
computerbytyping.Apartfrom afew differences,acomputerkeyboardis
similartothetypewriterkeyboard.Akeypadisaminiature(tiny)keyboard
whichismostlyusedonsmallportablecomputers,calculatorspalm notes,
mobilephonesetc.

Pointingdevices
Thesearetheinputdevicesthatenterdataorinstructionsbycontrollinga
pointeronthescreen.Apartfromthemouse,theotherpointingdevicesinclude
thetrackball,joystickandlightpen.

Trackball
Atrackballworksjustlikethemousebutinsteadofmovingitonaflatsurface,a
ballfixedonitstopisrolledusingtheindexfinger.Astheballrotates,itmoves
apointeronthescreen;onecanthenclickitsbuttontoexecutetheselected
command.Figure2.1showsadrawingofatrackball.Theadvantageofa
trackballoverthemouseisthatitneitherrequiresanextraspacenoraflat
surfaceformovement.Todaysomecomputersarecomingwithatrackballon
topofakeyboardandamouse.
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Joystick
A joystickisan input devicethatlookslikeacar

gearleverwhichcanbemovedsideways,upwardsordownwardstocontrolthe
positionofthecursor.Justlikethemouse,ithasabuttonwhichisusedfor
selectinganitem.Itiscommonlyusedinplayingvideogames.

Lightpen
Alightpenisahandheldpen-likedevicethathasalightsensitivepoint.Alight
pencanmakeselections,placeimages,drawandindicatedimensionsbysimply
touchingthescreen.Alightpendoesnotemitlight'butinstead,itreactstothe
lightemittedbythedisplayusingaphotosensitive.detectoratitsbase.

Scanningdevices
Thesearedevicesthatenter(capture)dataintothecomputerdirectly.Scanners
canbeclassifiedaccordingtothetechnologytheyusetocapturedata.Theseare
opticalscannersandmagneticinkscanners.

Opticalscanners
Thesetypesofscannerscapturedatausinglight.Aspecialtypeofconcentrated
beamoflightispassedovertheobject,imageortextwhichneedstobeentered
intothecomputer.Thescannerconvertsthedataintodigitalform andthen
passesittothecomputerforprocessing.Therearethreetypesofoptical
scanners:
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Opticalmarkrecognition(OMR)
Thesetypesofscannersdetectmarksmadeonapieceof

paperusingasoftpenorpencil.Thereaderscansthemarkswithaspecialtype
oflightcalledinfraredlight.Wheretherearenomarks,astronglightisreflected
thanwhereoneexists.Thesetypesofscannersareusedinmarkingmultiple
choicequestions,questionnaires,selectingnumbersinlotteryticketsetc.

Opticalbarrecognition(OBR)
Barcodesarelinesofdifferentthicknessthatholditem informationsuchas,
countryofmanufacture,nameofthemanufacturer,anditemcode.Thetypeof
scannerusedtoreadthesebarsiscalledawandoralaserscanner.The
interpretationisbasedonthewidthofthebarsratherthantheirlocation.
Figure2.3showsbarcodes.

Opticalcharacterrecognition(OCR)/imagescanners
Thisisthemostsophisticatedtypeofscannerthatoperateslikethehumaneye.
Itnotonlyscanscharactersbutalsocanscanrealobjects,picturesanddrawings.

Themostcommontypeofthisscanneristheflatbedscanner,Usingthis
scanner,onecanscantext,arealobjectorapicturebyplacingitonaglassplate
exactlythewayphotocopymachineworks.Thetextorapicturescannedis
displayedonthescreenorsavedsothatonecaneditorprintit.

Magneticscanners
Thesetypesofscannerscapturedatabyusingmagnetictechnology.Thedata
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beingreadcaneitherbeinformofspecialmagneticcharactersoracontinuous
magneticstrip.Thefollowingaresomeofthecommonexamplesofmagnetic
scanners.

Magnetic-inkcharacterrecognition(MICR)
MICRwasdevelopedtohelpbanksprocesscheques.MICRallowsspecialdevices
toreadmagneticcharacterswritteninaspecialformat.AnexampleofMICR
deviceisachequereaderthatreadsthechequenumber,andsendsthedetailsto
thecomputertobeusedinupdatingthecustomersaccount.
Magneticstriperecognition
Amagneticstripeisathinmagnetictape,oftenfoundatthebackofaplastic
carde.g.anautomatedtellermachinecard(ATM)andacreditcard.AnATM
cardisusedtogetbankingserviceswithoutnecessarilygoingtothecounter,
whileacreditcardallowstheholdertogetservicesinanycentrewherethecard
isacceptable.Theamountspentisdeductedfromtheholder'sbankaccount.

Speechrecognitionorvoiceinput
Voicerecognitionisatypeofinputmethodwhereamicrophoneisusedtoenter
datainformofspokenwordsintothecomputer.Thismethodismostlysuitable
forthehandicappedespeciallythosewithimpairedhands.Althoughthisisafast
andeasiermethod,ithassomedisadvantages.
Itiscomplextodevelopanditdoesnottakecareofspeechrelatedproblem'
suchasaccents,inflectionsandtone.Thisimpliesthatthedevicemustlearnthe
uniquespeechofanindividual.

Touchscreen,digitizersanddigitalcameras
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TouchScreen
Touchscreeninputmethodutilisesthetechnologyofatouchsensitivescreen.
Whentheusertouchesthescreen,thecomputerdetectsthepositionofthe
fingerandrespondsaccordingly.Touchscreensaremostlyusedinpublicplaces
likeinbankinghalls,hotels,inairports(toprovideguidanceinformation)etc.

Digitisers
Adigitiseroragraphictabletisalmostsimilartoalightpenbutinsteadithasa
graphictabletonwhichtheuserwritesonusingadevicesimilartoapen,called
astylus.(Figure2.6).Asthestylusmovesonthetablet,itsdrawingisdirectly
reflected on thescreen.Digitisersaremostlyused forarchitecturaland
engineeringdesigns.

Digital cameras
A digital camerastoresitsimagesindigitalform.These
images can then bestreamed (entered)directlyinto a
computer forediting orprinting by connecting the
cameratoacomputerusingaspecialcable.Aswiththeordinarycamera,there
are two typesofdigitalscameras:One thatcan takesstillimagesi.e.
photographsandanotherthattakesmotionpictures(video).

Thecentralprocessingunit(CPU)
Thecentralprocessingunit(CPU)alsoknownastheProcessoristhemost
importantcomponentofthecomputer.Itisactuallyregardedasthebrainofthe
computer.Thisissobecausealldataprocessingandcontroloperationsare
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coordinatedhere.Inmicrocomputers,theCPUishousedinsidethesystemunit.
Itismountedonacircuitboardknownas,themotherboardorthesystemboard.
ThefigurebelowshowsthelocationwhereaprocessorcalledCyrixismounted
onthemotherboard.
TheCPUhasthreedifferentfunctionalunitscalledarithmeticandlogicunit,
control unitandthemainmemory.

Arithmeticandlogicunit(ALU)
Thearithmeticandlogicunitisaunitofcentralprocessingunitwhereall
arithmetic and logicaloperations are carried out.The basic arithmetic
operationsincludes;addition,subtraction,multiplicationanddivision.Logic
operationsarebasedonthecomputerscapacitytocomparetwoormorevalues.
Forexample,itmaycomparewhetherapieceofdataisgreaterthanorlessthan,
equaltoornotequaltoetc.
InorderfortheALUtobeabletoprocessdata,ithasspecialtemporarystorage
locationscalledregisters,whichholdsthedatajustbeforeprocessing.Italso
holdstheresultsafterprocessing.

Controlunit
ControlunitcoordinatesallprocessingactivitiesintheCPUaswellasinput,
storageandoutputoperations.Itdetermineswhichoperationorinstructionis
tobeexecutednext.Tocoordinatetheseactivities,thecontrolunitusesa
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systemclock.Thesystemclocksendselectricsignalsasitsmeansof
communication,justlikethewaythetrafficsignalsoratrafficofficerdoesina
roundaboutorjunctiontodirectmotoristsandotherroadusers.Thenumberof
pulsesperseconddeterminesthespeedofamicroprocessor.Thefasterthe
clockpulses,thefastertheCPUhencethefasterthecomputercanprocessdata.

Mainmemory(primarystorageorworkingstorage)
Mainmemoryalsoknownasprimarystorageprovidesstoragelocationfordata
and instructionsaccessed bythecontrolunit.Computermemorycan be
classifiedintoreadonlymemory(ROM)andrandomaccessmemory(RAM).

Readonlymemory(ROM)
Read only memory isused to store programmed instructionsand data
permanentlyorsemipermanently.DataandinstructionsstoredinROM are
thoserequiredtoremainunchangedforlongperiodsoftimee.g.booting
instructions,specialpurpose computers and computerized fuelpumps
instructionsetc.

Dependingonpermanenceoftheinstructionsordatawrittenonit,thereare
fourtypesofreadonlymemorynamely;

Maskreadonlymemory:Oncethecontentiswrittenonitbythemanufacturer,
itcannotbechanged.

Programmablereadonlymemory(PROM):Thisallowstheusertoalteritonly
onceafterthecontentiswrittenonit.
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Erasableprogrammablereadonlymemory(EPROM):Thishasatransparent
quartzwindowthroughwhichitscontents,canbeerasedbyexposingittoultra
violet(UV)light,andthenreprogrammedforanotheruse.

Electricallyerasableprogrammablereadonlymemory(EEPROM):Thistypeof
ROM can beerased and reprogrammed using electricity.An exampleof
EEPROMisthememorythatstoresthebasicinput/outputsystem(BIOS).
Characteristicsofreadonlymemory(ROM)are;

1.Onecanonlyreaditscontentbutyoucannotwriteonitunlessitis
aspecialtypeofROM.
2.Itisnon-volatilei.e.itscontentisnotlostwhenthecomputerisswitchedoff
3.Storespermanentorsemipermanentinstructionsfrom themanufacturer
called firmware.Itcan store semipermanentinstructionsbecause some
variations ofROM chips can be programmed according to the users
specification.

Randomaccessmemory(RAM)
Thisisthemostcommontypeofmainmemory.Itiscalledrandom access
memory(RAM)because;itscontentcanbereaddirectlyregardlessofthe
sequenceinwhichitwasstored.AsopposedtoROM,thecontentinRAMisheld
temporarilyanditscontentislostoncethecomputeristurnedoffTherefore,
beforeswitchingoffthecomputer,itisimportantthatonestores(saves)
his/herworkinadevicethatoffersrelativelypermanentstoragefacility.

Characteristicsofrandomaccessmemory(RAM)are:
1.Datacanberead(retrieved)andwritten(stored)init.
2.RAMisatemporary(volatile)storagebecauseitscontentdisappearswhen
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thecomputerisswitchedoff.
3.Itscontentisuserdefinedi.e.theuserdictateswhatistobecontainedinthe
RAM.

TypesofRAM
Therearetwotypesof-RAM namely,staticRAM (SRAM)anddynamicRAM
(DRAM).StaticRAM isveryfastcomparedtodynamicRAM andholdsits
contentaslongasthereispower.DynamicRAM ontheotherhandcanonly
holditscontentforashortwhileevenwhenpowerisall.Tomaintainthe
contentofdynamicRAM,thememorychipisdesignedinawaythatitscontent
isrefreshed(automaticallyrewritten)severallypersecond.StaticRAM ismore
expensive.Itismostlyusedtomakespecialtypesofmemories.
Specialpurposememories
ApartfromROM andRAM thereareseveraltypesofspecialpurposememories
foundinsijkdetheCPUorintheinputandoutputdevices.Thesememoriesare
vitalbecausetheyincreasetheoverallperformanceofdataandinstructions
movinginandoutoftheCPU.Thesememoriesincludebuffers,registersand
cachememory.

Buffers
ThisisatemporaryholdingplacethatmaybepartoftheCPUorbuiltinan
inputoroutputdevice.BecausetheCPUisveryfastcomparedtotheinputor
outputdevices,buffersprovidetemporarystoragesothattheCPUissetfreeto
carryoutotheractivitiesinsteadofwaitingforalldatatobeenteredor
informationtobeoutput.Forexamplesinceaprintercannotworkatthespeed
ofaCPU,theprinterbufferstemporarilyholdstheoutputtobeprintedhence
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freeingtheCPUtoperform otherfunctions.Bufferscanholdmorethanone
pieceofdataatatime.

Registers
Asopposedtobuffers,registersholdonepieceofdataatatimeandareinside
theCPU.Examplesofregistersare:

Anaccumulator:Thistemporarilyholdstheresultsofthelastprocessingstepof
theALU.

Instructionregister:Thistemporarilyholdsaninstructionjustbeforeitis
interpretedintoaformthatCPUcanunderstandit.

Anaddressregister:Thistemporarilyholdsnextpieceofdatawaitingtobe
processed.

Storageregister:Thistemporarilyholdsapieceofdatathatisonitswaytoand
fromtheCPUandthemainmemory.

CacheMemory
Mostmodem processorsincorporatesmallhigh-speedtypeofSRAM called
cachememory.Thepurposeofcachememoryistoallowtheprocessortoaccess
dataandinstructionsevenfasterthanitwouldhavetakentofetchitfromthe
relativelyslowDRAM.

Memorycapacities
Memoryandstoragecapacityismeasuredinspecialunitscalledbytes.Abyteis
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equivalenttoasinglecharacter.Characterscanbeanumberfrom0to9,letters
AtoZoraspecialsymbo1.Forexample,anumberlike2545hasfourbytes
whilethewords,MyHomehassevenbytessince,andthespacebetweenthem
has1byte.
Memoryquantitiescanbeexpressedin;

1.Kilobytes(kB):Approximatelyonethousandbytes.(1024)
2.Megabytes(MB):Approximatelyonemillionbytes.
3.Gigabytes(GB):Approximatelyonebillionbytes.
4.Terabytes:Approximatelyonetrillionbytes.

OverallfunctionalorganizationoftheCPU
Thearithmeticandlogicunit,thecontrolunitandthemainmemoryuse
electricalpathwaysorlinksreferredtoasbuses.Therearethreetypesofbuses
namely;

Controlbus:Thisisthepathwayforalltimingandcontrollingfunctionssentby
thecontrolunittootherpartsofthesystem.

Addressbus:Thisisthepathwayusedtolocatethestoragepositioninmemory
wherethenextinstructiondatatobeprocessedistobefound.

Databus:Thisisthepathwaywheretheactualdatatransfertakesplace.

Figure2.8isasummaryoftheoverallorganisationoftheCPUandhowitcontrols
othercomputercomponents.

Control
unit

Instructions Gives Instructions
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Fig.2.8FunctionalorganisationoftheCPU

Typesofprocessorsandtheirclockspeeds

Processors
In1971,acompanycalledIntelthatspecialisesinmanufacturingcentral
processingunitsmanagedtocombinethearithmetic-logicunitandthecontrol
unitonasingletinyprocessorcalledmicroprocessorandcalleditIntel4004.
Thismicroprocessorwasusedinelectroniccalculators.Thefirstmicroprocessor
tobeusedonmicrocomputerswascalledIntel8086developedin1974.Since
then,therehasbeenatremendousgrowthinmicroprocessortechnology
markedbygreatincreaseinprocessingcapabilityandspeed.
Until1989,Intelcorporationenjoyedmonopolyinthefieldofmicroprocessor
technologywithherfamousIntelprocessors.Sincethenotherplayersjoinedin
andstartedmanufacturingcheaperalternatives.Theseinclude:AdvancedMicro
Devices(AMD),CyrixandMotorolacompanies

Processorclockspeed
Thespeedatwhichaprocessorexecutesinstructionsisdeterminedbyitsclock
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speed.Systemclockspeedismeasuredinhertz’s.Ahertzisaunitoffrequency
whichmeasuresthenumberofcyclespersecondinasignal.Quantitiesofthe
clockspeedcanbeexpressedin;
1.Kilohertz(kHz):Approximatelyonethousandhertz’s.
2.Megahertz(MHz):Approximatelyonemillionhertz’s.
3.Gigahertz(GHz):Approximatelyonebillionhertz’s.
Therehasbeenatremendousgrowthintheprocessingcapabilityandclock
speed of microprocessors.From a speed lower than 4MHz,modem
microcomputerscanrunatspeedshigher2GHz.Table2.1showsasummaryof
howmicroprocessorshaveevolved.

Processor Description Clockspeed
Intel
8086

Thetwoarealmostidenticalandwere
used

4.7MHz-I0

and8088withthefirstIBMPCs8086wasan MHz
improvementof8088.

Intel
80286

Providedincreasedperformanceover
8086.

6MHz-20

Thiswastheprocessorthatopenedupthe
PCs

MHz

tomanyusers.
80386SXApartfromIntels80286,AMDproduced 33MHz-40

and
theirversionswithcopiedgreatlytheIntel
s.

MHz

80368DX
Thesewerethefirstentryintheprocessor
market.
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80486SX
Providedover100% betterperformance
than

25MHz-50

and 80386andwerethefirstupgradeable MHz

80486DX
processors.AMDandCyrixproducedtheir
versiontoo.

PentiumsSince1992,Inteldecidedtocointheirfifth60MHz-
(586)
and

generationwiththenamePentiuminstead
of

presently

above
80586.PentisaLatinwordthatmeans
five.

PentiumIV

Intelchosethewordinorderto
distinguishits

withover2.8

80586andaboveprocessorsfromAMD
and

GHz

Cyrixversionsi.e.5x86andAMDK5
respectively.ExamplesofIntelPentium
processorarePentiumPro,PentiumMMX,
PentiumIIandcurrentlyPentiumIVatthe
timeofwritingthisbook.

Outputdevices
Outputdevicesareperipheraldevicesthatacomputerusestogiveoutinformation
producedaftertheprocessingoperations.Therearetwotypesofoutputdevices
namelythesoftcopyandthehardcopyoutputdevices.Softcopyreferstotheintangible
outputmainlydisplayedonthescreenorthroughotheroutputdevicessuchas
speakers.Ahardcopyisatangibleoutputproducedmostlyonpapersbydevicessuch
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asprinters.

Softcopyoutputdevices.
Someofthesoftcopyoutputdevicesare;

Monitors
Amonitororavideodisplayunit(VDU)isthemostcommonoutputdevice.Itdisplays
informationonitsscreenthushelpingtheusertomonitoroperationscarriedoutby
thecomputer.
Foralongtime,monitorshavebeendesignedusingalongtubecalledthecathoderay
tube(CRTatemitslight.Thescreenofacathoderaytubeiscurvedslightlyoutward
formingaconvexshape.However,newflatdisplayshavecomewhichdonotuseCRT
technology.Flatdisplayaremorecomfortabletouse,portableanddonotconsumea
lotofpowercomparedtoCRT.Figure2.9showsaCRTmonitorandflatpaneldisplay
monitor.

Thesharpnessorclarityofanimageonthescreendependsonthetypeofmonitor
beingused.Monitorsthatdisplaysharpclearimagesaresaidtohavehighresolution.
Theimagesonthescreenareformedbysmalldotscalledpictureelements(pixels).The
higherthenumberofpixelspersquarecentimeterthehighertheresolutionhencethe
clarity.

There are two types ofmonitors namely monochrome and colour monitors
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Monochromemonitorsdisplayimagesandtextinonlyonecolourmostlyblackand
white.Colourmonitorscandisplayimagesandtextinmultiplecolours.Foramonitor
todisplayinformationitmustbeconnectedtoaseparatepieceofcircuitboard,
pluggedintothemotherboardcalledthevideocardorgraphicsadapter.However,
somemotherboardshaveonboardvideocapabilitythereforethereisnoneedfora
videocard.

Examplesofgraphicadaptersare:
Monochromedisplayadapter(MDA):Thiswasthefirstvideocardthatwasusedin
earlycomputers.MDAdisplayedtextonlyinonecolour.

Herculesgraphicscard(HGC):OneweaknessoftheoriginalMDAdisplaywasthat,it
couldnotsupportimagesofanykind.Herculegraphiccardsupportsmonochrome
imagesinadditiontotext.

Colorgraphicsadapter(CGA):Thiscandisplaytextandimagesusingupto16colours.

Enhancedgraphicsadapter(EGA):Thisisanimprovementovercolourgraphicadapter
butalsodisplayedtextandimagesusing16colours.

Videographicsarray(VGA):Thisoffersatmost256colours.

Supervideographicsarray(SVGA):Thisisanenhancementofvideographicarray
capabilitiesofferingover256colours.

Smallportablelaptops,notebooksandeven desktopPCsuseflat-paneldisplay.
Commontypesofthisdisplayare:

Liquidcrystaldisplay(LCD):Liquidcrystaldisplaysdonotdisplaybyemittinglightof
theirown.Insteadtheyhavetinyliquidcrystalsthatreflectlightfallingonthemfrom
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theenvironment.Liquidcrystaldisplaysarewidelyusedinwatches,calculators,cell
phonesanddigitalcameras.

Electro luminescent(EL):Thesedisplaysarean improvementon LCDs.Electro
luminescentemitslightwhenelectricallycharged.Thismakesthemclear,sharperand
easiertoread.

Gas-plasma:Theseuseagasthatemitslightinthepresenceofelectriccurrent.
Thinfilmtransistor(TFT):Thisisthelatesttechnologicaladvancementindisplays.It
provideshighqualityoutputthanalltheothers.

Soundoutput
Speakersareusedtooutputsoundfromacomputer.Soundmaybeinformofmusic,
warning,video,interactivecommunicationwithacomputeretc.

Light-emittingdiodes(LED)
Thesearelightemittingcomponentsthatdisplaylightwhenanelectriccurrentis
passedthroughthem.Agoodexampleistheredorgreenlightdisplayedbythesystem
unittohelptheuserknow whetheritisonoroff.MostlyLEDsareusedtogive
warningsthesamewayamotoristwouldusesignalstoindicatewhenhe/sheis
overtakingortakingaturn.
LCDprojectorsprojecttheoutputfromthecomputertoawhiteboardorwall.

Hardcopyoutputdevices
Themostcommonhardcopyoutputdevicesareprintersandplotters.

Printers
Printersproduceahardcopyofinformationonpapers.Thequalityofthehardcopy
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dependstheprintersprintingmechanism.Therearetwotypesofprintersnamely
impactandnon-impactprinters.
Impactprinters
Themechanismofimpactprintersisalmostsimilartothatofanordinarytypewriteri.e.
theyproducecharactersbyusingspeciallighthammerswithcharactersorpinsheldon
theprintinghead.Toprint,apaperisplacedbehindaninkribbon.Whenthehammer
strikesonthehead,charactermarkisstamped.Theseprintersarenoisyandaremostly
usedtoproduceroughcopies.Thetwowidelyusedimpactprintersaredotmatrixand
daisy-wheelprinters.

Dotmatrixprintersproduceahardcopybyarrangingpatternsofdotsonthepaper
usingpinsheldintheprintinghead.Figure2.10(a)showsanexampleofanimpact
printer.Figure2.10 (b)showsprintcharactersformedbyadotmatrixprinter.

adaisy-wheelprinterhasawheelwithpetalsonwhichcharactersaremounted.Itisso
calledbecauseitresemblesadaisyflower.Whenprinting,thewheelrotatesallowing
thepetalstohitaribbonwithdifferentcharactersastheyarereceivedfrom the
computer.

Non-impactprinters
Theseprintersdonotusethestrikingmechanismtoproducecharactersonapieceof
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paper.Theydonothammertheribbonhencetheyaremuchquieter.Themajornon-
impactprintersareinkjet,thermaltransferandlaserprinters.

Inkjetprinters
Inkjetprintersformcharactersbysprayinginkfromtinynozzlesthroughanelectrical
fieldthatarrangesthechargedinkparticlesintocharacters.Inkjetsarecheaptobuy
butexpensivetorunbecauseofthehighcostofinkcartridges.Figure2.12showsan
inkjetprinter.
Thermalprinters
Thermalprintersuseheattotransfercharactersontoapieceofpaperi.e.theybond
charactersontoapieceofpaperbyusinghotpinswhichpressesagainstaspecial
ribbon.Theyareinexpensivealternativetoinkjets.

Laserprinters

Laserprintersprintsbypassingalaserbeambackandforthoverarotatingdrum.The
laserbeam drawstheimageonthedrum bystaticelectricity.Anexampleofalaser
printerisshowninFigure2.13.Thechargedareaspickuptheinktonerfrom a
cartridge,andpressitontothepaper.Althoughtheseprintersaremoreexpensiveto
buy,theyarefaster,andcheapertorunthantheinkjets.
Plotters
AasshowninFigure2.14,aplotterresemblesaprinterbutspecialisesinproducingbig
chartssuchasmaps,picturesanddrawings.Theyaremostlyusedforprinting
geographical,architecturalandengineeringdrawingse.g.maps,advertisementposters
tobeplacedonbillboards,machinepartsetc.

2.5.Secondary(auxiliary)storagedevicesandmedia
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Thereisneed to havean alternativelong-term storagelocation fordataand
informationotherthanthemainmemory.Thesealternativestoragedevicesthatare
notpartofthemainmemoryarecalledsecondaryorauxiliarystoragedevices.These
devicesarenotdirectlyaccessiblebythecpu.Secondarystoragedevicesthatarenot
housedinsidethesystemunitandhencecanbecarriedaroundtobeusedwithanother
computerarecalledremovablestoragedevicesandmedia.Inordertoreadorstore
datafromastoragemedia,adevicecalledadriveisrequired.

Secondarystoragedevicescanbeclassifiedaccordingtothetechnologyusedtorecord
data.Thetechnologycouldbemagneticoroptical.Thedataandinstructionsheldin
thesedevicesmustfirstbemovedintoRAMbeforeprocessing.

Removablestoragedevices

Magnetictapes
AmagnetictapeisaribbonofMylar(plastic-like)materialcoatedwithathinlayerof
ironoxide.Thetaperesemblesthemusiccassetteusedinhometaperecorders.

Inordertoread/writedatarecordsonthetape,thetapemustbeinsertedinatape
drivethatrotatesthetapeallowingaread/writeheadtoperform

5.1.theoperation.Mostcomputerstodaydonthastapedrivesbecauseoftheadvent
ofbetterstoragedevices.Examplesofmagnetictapesinclude:reeltoreeltapes,
cassettetapesandcartridgetapes.

Disadvantagesofusingmagnetictapes
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1.Magnetictapesareslowbecauseofthelinearstorageofdatarecordsonthetape.
Thismeansthatyouhavetoaccesstheproceedingrecordsbeforeyougettherequired.

2.Thereisaspacebetweensuccessivedatarecordscalledinter-recordgap(IRG),
whichresultsinwastageofstoragespace.

Magneticdisks
Theyhaveamagneticdiskplatterthatstoresdata.Examplesofmagneticdisksare
floppydisks(diskettes),zipdisksandjazdisk.

Floppydisks "
Afloppydiskorsimplyadisketteismadeupofasmallflexiblerounddiskcoatedwith
ironoxide.Thisdiskiscoveredwithaplasticprotectivecase.Floppydisksareportable
thusmakingthemthemostwidelyusedtypeofsecondarystoragedevice.

Floppydisksareinsertedinafloppydrive,whichhasaread-writeheadthatrunsover
themagnetisedspotsthatcontaindata.Floppydiskscomeindifferentsizeswith
differentstoragecapacities.Initialfloppydiskswerelargeinsizebutwithsmaller
storagecapacitiesthanthepresentlyavailable3t-inchwhichhasamaximum storage
capacityofabout1.44MB.Figures.2.15(a)showsatypical3t-floppydiskettewhile
Figure2.15(b)showspartsoffloppydisk.
Thestructureofafloppydiskplatter
Iftheprotectiveplasticcasingofafloppydiskisremoved,acircularflexibledisk,
coatedwithmagneticmaterialwillberevealed.Thesurfaceofthediskisdividedinto
tinyinvisibleconcentriccirclescalledtracksthatstoredata.Thetracksarefurther
dividedintounitscalledsectorsasshowninFigure2.16.
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Zipdisks
Thesearehighcapacitydisksthatresemblethefloppydisks.Theyare,however,slightly
largerandthickerinsize.Azipdiskcanholdasmuchas250MB.Zipdisksmostlycome
withseparate-portableexternalzipdrive.

Jazdisks
Thesearesmallportablediskswithhighstoragecapacityofabout1GBto2GB.They
areusedforstoringdatathatrequirelargestorage.Likejazdiskcomeswithaportable
jazdrive.Figure2.17belowshowsjazandzipdisksandtheirdrives.
Careofmagneticstoragemedia
Tocareformagneticmediathefollowingrulesaretobeobserved.

1.Donotexposethem tostrongmagneticfields.Thiswoulderasethemagnetically
recordeddataonthedisk.Hencedonotcarrymagnetstothecomputerroom.
2.Keepmagneticmediaawayfromexcessiveheatbecauseheatenergy

weakensmagneticmediasabilitytostoredata.
3.Donotdropthediskontheground.

Optical(laser)disks
Thesearedisksonwhichdataisrecordedusingalaserbeam.Alaserbeamisavery
strongconcentratedlight.Thebeam bumsverytinyholes(pits)intoathinshiny
surfacetorecorddata.Likewisealaserbeamintheopticaldriveisalsousedtoread,
recorddataonthedisk.Theadvantagesofopticalstoragemediaare:
1.Theystoreverylargevolumesofdata.

2.Datastoredinthemismorestableandmorepermanentthanthe
magneticmedia.
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Examplesofopticalstoragedisksinclude:LS-120superdisks(SD),compactdisks
(CDs),digitalversatiledisks(DVD),opticalcardandopticaltape.

LS-120superdisk
Thisisadiskettethatresemblesthe3½-inchfloppydiskbutusesopticaltechnology
insteadofmagnetictechnologytorecorddata.Ithasgreatercapacityofstorageand
greaterspeedofdataretrieval.TheLS-120drivecanreadandwriteboththe3½-inch,
1.44MBfloppydiskandthe120MBsuperdisk.(Figure2.18).

Fig.2.18Superdiskanddrive

Compactdisks(CD)
Compactdisksholdlargequantitiesofdataandinformation.Onediskcanholdas
muchas700MB.Theyaremostlyusedtostoredataandinformationthatrequiresa
lotofspacesuchasvideoclips,software,soundsetc.Figure2.19showsacompactdisk.

Currentlycompactdisksareavailableinthreeformsnamely:

Compactdisk-readonlymemory(CD-ROM):Thesearethetypeofcompactdiskswhich,
whendataisrecordedonThem,onecanneitherchangethem,noraddanythingon
them.Theyaremostlyusedtostoremusicrecordings.

Compactdisk-recordable(CD-R):Thesecompactdisksareinitiallyblankbutwitha
drivecalledCD-Writer,theusercanrecorddata,programsorinformationonit.
However,oncedatahasbeenwrittenonit,onecanonlyreadbutnotchangeit.

Compactdisk-rewritable(CD-RW):UnliketheCD-Rs,thesetypesofcompactdisks
allowstheusertorecord,eraseandrewritenewinformationjustasonewouldwith
floppydisks.
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NB:BothCD-ROMsandCD-RsarereferredtoasWORM (WriteOnceReadMany)
becausetheyallowtheusertorecorddataonthemoncebutreadthedataasoftenas
necessary.

Digitalversatiledisks(DVD's)
Digitalversatiledisksalsoknownasdigitalvideodisksresemblecompactdisksinevery
aspectbuttheonlydifferenceisthattheyhavehigherstoragecapacityofupto17GB
whichisequivalenttoapproximatelytwentysix640MBCDs.Theyaresuitablefor
recordingmotionpicturessuchasvideobecausetheyofferbettersoundandpicture
qualitythantheCDs.

Opticalcard
Anopticalcardresemblesthemagnetic-inkcharacterrecognitioncardbutinsteadof
havingamagneticstripe,ithasanopticallyrecordablestripethatstoresinformation.
Thesetypesofcardsaremostlyusedinbankingandotherbusinessorganisationsto
recordcustomerdetails.

Opticaltape
Thisissimilartoamagnetictapeonlythatdataisstoredonitbyusingoptical
technology.

Currentandemergingtrendsinlasertechnology
Theadvancesinopticalstorage,digitalvideoclips,voiceandsoundsynthesishave
formedthebasisformodem multimediatechnologyexploitedtodevelopmultimedia
computers.Amultimediacomputerdoesnotonlydisplaytextbutcanalsoallowthe
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usertohavesoundplaybackandwatchvideosandpictures.A typicalmultimedia
computermusthavethefollowingminimumrequirements:

1.Avideographicarrayorhighersupervideographicarray(SVGA)
graphicscardandmonitor.

2.Asoundcard.
3.Compactdiskordigitalvideodiskdrives.
4.32MBRAMorhigher.Lowermemoryisbottlenecktoperformance.

TodaycomputerscanbeusedtotunetoanyofthefavoriteFMorTVchannelsaslong
asanFM/TVcardisinstalledinthecomputer.

Fixedstoragemedia
Thesearethestoragedevicesthatarehousedinsidethepersonalcomputerssystem
unit.Anexampleistheharddisk.Howeveritisimportanttonotethatsomeharddisks
especiallythoseusedinsmallcomputerssuchaslaptopsareremovable.

Theharddisk
Theharddisk,alsoknownastheWinchesterdiskisasealedunitinwhichisshiny,rigid
magneticdisksorplattersthatarearrangedverticallyonacommonaxisasshownin
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Figure2.20.

Howtheharddiskstoresdata
Eachdiskhastworead/writeheadsthatread/recorddataonbothsides.Thesurfaces
ofeachdiskaredividedintotracksandsectorslikethoseofafloppydisk.Tracksalong
the common axisformsan imaginary cylinder.Therefore the term cylinderis
sometimesusedtoindicatethenumberoftracksononesurfaceofaplatter.For
exampleifyousaythataharddiskhastencylinderstheneachdiskhastentrackson
onesurface.Ifthediskhastenplattersthenonecylinderwillhavetwentytracks:

Asthediskrotates,theread/writeheadmovesinandoutoverthesurfacetorecordor
readdata.
Harddiskshavegainedwidespread popularity
because:

1.Theyprovidepermanent,cheapand largestorage
capacitythatisrewritable.For examplea
computercanhaveoneharddiskof 40GB
storagespace.

2.Theyareveryfastcomparedtoothersecondarysragedevicesintermsofdatatransfer.
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Careoftheharddisk
Becauseofthehighrotationalspeedofthedisks,itisimportanttoobservethe
followingprecautionstoavoidpermanentdestructiontotheharddiskalsocalleddisk
crash.

1.Keepthediskawayfromsmokeanddust.Dustandsmokeparticlescancause
damagetothesurfaceofthediskbyscratchingitastheheadattemptstoreaddata.

2.Switchoffthecomputerusingthecorrectprocedure.Thisallowstheread/write
headtomoveoffthedisksurfacebeforepowerisswitchedoff.Improperprocedure
wouldriskheadscrashingonrotatingdiskshencescratchingthem.

Emergingtrendsinstoragedevices
Becauseofneedforvaststoragepromptedbytodaysmassivedataprocessing
applicationsandneedtocarryalot ofinformationineasily
portable storage devices, more advanced and reliable
storage media are emerging.One good example is a
storagedevicecalledtheflashdisk that is smallin size
(about5x2cm)buthascapacityto store over 600MB
(equivalenttoapproximately400 floppydisks!!).Figure
2.22showsadiagramofaflashdisk.

2.6

Powerandinterfacecables

Powercables
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Insidethesystemunitisaspecialpowersupplyunitthatsuppliespowertothe
motherboardandotherinternaldevices.Inordertoconnectthecomputertothe
mainspoweroutlet,youneedpowercablesthatlinkthepowersupplyunitto
theoutlet.

Interfacecables
AllperipheraldevicesareconnectedtothemotherboardhencetotheCPUby
specialcablescalledinterfacecables.Aninterfacecableisconnectedtothe
deviceononeend,andtothemotherboardviaportsontheotherend.

Thedifferencebetweenthepowercablesandtheinterfacecablesisthatthe
powercablesuppliespowertoacomponentwhileinterfacecablestransmitdata
signals.

Therearedifferenttypesofcablesandpartsnamely;

Parallelcablesandports
Parallelcablestransmitinformation
simultaneouslyusingasetofmany
conductors(wires).Forexampleifa
cableuses8conductorstotransmit
dataatthesametime,itissaidtobe an
8-bitparallelcable.Theadvantageof
usingsuchcablesisthattheytransmit
data fasterovera shortdistance.
Thesecablesaremostlyusedtoconnectprintersandremovablestoragedrives
likethezipdrive.Figure2.23showsanillustrationofaparallelportandcable.
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Serial cablesandports
Unlikethe parallelcables,serial
cables transmitonebitata
time. Although they are
slow,they are much more
reliable than the parallel
portsandtherefore,theirconnectorcablescanbeaslongas15m.Serialcables
aregenerallyusedtoconnectdevicessuchasthemouseandsomeserial
printers.Figure2.24showsa9anda25pinserialports.

Universalserialbus(USS)cableandport
Universalserialbusisanewstandardserialinterfacethatissettoreplacethe
conventionalparallelandserialcablesandports.Currentlymostperipheral
devicesarecomingwithuniversalserialbusportsandinterfacecable.Although
ittransmitsonlyI-bitatatime,itprovidesveryhigh-speedandqualitydata
transmissionoverdistancesofapproximately5metres.USBsupportsawide
rangeofperipheraldevicesrangingfrom externalstoragedrivestodigital
cameras. Figure 2.25 shows a USB port and its interface cable.
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Ifacomputerdoesnothaveauniversalserialbusport,itcanbeboughtand
fittedonthemotherboard.

Smallcomputersystemsinterface(SCSI)cablesandport
Thisportandinterfacecablestransmitdatainparallelbutarefasterthanthe
parallelcables.AnotheradvantageoftheSCSIportisthatoneSCSIportallows
ustoconnectuptoeightperipheraldevices.

Otherportsandconnectors.Otherportsandconnectorsinclude;

5-pinDINand6-pin(PS/2)ports
Originally,mostcomputersusedthe 5-pin
DIN toconnectakeyboardtothe
system unitbutthesmaller6-pin mini-
DIN alsoknownasPS/2interface port
hasalmostreplacedthistechnology.
Currentlymostcomputerscomewith the
PS/2connectorasthenewstandard to
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connectPS/2mouseandkeyboard.Figure2.26showsa5-pinandPS/2
connectors
showingphysicaldifferenceinsize. I
Monitorports
Thetwomostcommonconnectorsusedformonitorsarethe9-PinDandtheI5
-pinHi-DconnectorasshowninFigure2.27.TheyarecalledD-portsbecause
theyresembleletterD.
(Audioconnectors
These arejackplugsfound
ona soundinterface
adapter usedtoconnect
speakers, microphoneandother

portableaudio
equipment.

2.7̀

Basiccomputersetupandcabling

Havinglearntaboutvarious
devicesandhowtheyfunction,it
isimportanttofamiliarise
ourselvesonhowtosetupa
computer.
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Beforeattemptingtocarryoutanysetupactivity,observethefollowing
precautionsshouldbeobserved.

1.Disconnectalldevicesfrompowersourcebeforestartingtoworkonthem.
2.Donotworkonanyperipheraldevicewithouttheguidanceoftheteacher.
3.Neverworkalonebecauseyoumayneedhelpincaseofanemergency.
4.Dischargeanystaticelectricitythatmighthavebuiltuponthehandsby
touchinganearthedmetallicobjectandthenwearingananti-staticwrist
member.Thisisbecauseyourbodycanholdasmuchas200voltsofstatic
chargethatcandamagesensitivecomponentsonthemotherboard.

Toolsandotherrequirements
Thetoolsandrequirementsinclude;
1.Differentsizesandshapesofscrewdrivers.
2.Anti-staticwristmember.
3.Plierswithnarrownose.
4.Manufacturersmanualsformotherboardandothercomponents.
5.Necessarysoftware.
6.Adismantledsystemunit.
7.Peripheraldevices.
8.Interfaceandpowercables.
9.Anyotherasneeded.
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Connectingdevicestothemotherboard
The followingaresteps
for connectingdevices
tothe motherboard.

Step1: Identifying
motherboardslots

and components.Before
youconnect anydevicetothe

motherboard,
carefully studythe

manufacturers
manualinordertoidentifythecomponentslabeledin

Step2:Connectingtheharddisk,floppydriveandopticaldrive.Thesedevices
areconnectedtothemotherboardusingspecialribboncablesliketheone
showninFigure2.30.
The following instructions
should be observed while
connectingthedevices:
1.Wearantistaticwrist
membertodischargeany
staticchargeonthebody.
2.Checkthatafreedrivebay
existstoholdthediskdrive.

3.Slidethediskintoitsbay
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andscrewitintoplace.
4.Ensurethatthereisafreepowerconnectorfrom thepowersupplyunitand

connectittothedrive.Noticethatitisdesignedtofitinitssocketinonlyone
direction.

5.Identifypin1aslabeledonthedrivessocketandmatchitwiththeredorbrown
continuouslineoftheribboncable.Mostcableswillonlyfitinonedirection.
6.Connectthecablebothtothedrivethentothemotherboard.
7.Repeatthisforallthedrives.
8.Ifinstallationiscompletereplacethesystemunitcover.

Step3:Connectingotherperipheraldevices
Toconnectadevicetothesystemunit,youneedtoidentifyitsportand
interfacecable.

1.Gentlyandcarefullyconnecttheinterfacecableofeachdevicetothecorrect
portandtothedeviceifitisnotalreadyfixedpermanently.

2.Connectthecomputertothepowersourceandswitchiton.
3.Observebootupinformationonthescreentoseewhetherpoweron-selftest
(POST)displaysanyerrormessage.
4.Asuccessfulbootmeansthatthecomputerwasproperlysetup.

NB:Ifthecomputeriscompletelynew,programshavetobecopied(installed)
ontheharddisk.

2.8Computersoftware
Asmentionedearlier,thetermsoftwarereferstoasetofcomputerprograms.
Itsfunctionistoguidethecomputerinitsoperations.Softwarecanbeclassified
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accordingtopurposeoracquisition.

Classificationaccordingtopurpose:
Computersoftwaremayprimarilybedesignedtomanagethehardware
resourcesortohelptheuseraccomplishspecifictasks.Thereforesoftwaremay
beclassifiedaseithersystemorapplicationsoftware.

Systemsoftware
Systemsoftwareperformsavarietyoffundamentaloperationsthatavails
computerresourcestotheuser.Thesefunctionsinclude:

1.Bootingthecomputerandmakingsurethatallthehardwareelementsare
workingproperly.
2.Performingoperationssuchasretrieving,loading,executingandstoring
applicationprograms.
3.Storingandretrievingfiles.
4.Performingavarietyofsystemutilityfunctions.

Systemsoftwareisfurtherdividedinto:
1.Operatingsystem. 2.Firmware.
3.Utilitysoftware. 4.Networkingsoftware.

Theoperatingsystem
Thisisasetofcomplexprogramsthatworktogethertocontrolexecutionof
userprogramscalledapplicationsandactsasagobetween(interfaces)between
theapplicationsofthecomputerhardware.Itmanagesinput/outputand
storageoperationsinacomputer.Examplesofcommonoperatingsystemsare
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MicrosoftWindows95/98/2000/XP,UNIX,Linux,Macintosh(MacOS)and
OS/2.Whattypeofoperatingsystem softwaredoyouuseinthecomputer
laboratory?
Thereforetheoperatingsystemisthemainprogramonthecomputersystem.

Firmware
Firmware,alsoreferredtoasstoredlogicisacombinationofboththesoftware
andhardwarerecordedpermanentlyonelectronicchips.Usually,afirmwareisa
read-onlymemorychipthatismountedorpluggedintothemotherboard.
Firmwaremayholdanoperatingsystem,utilityprograms,languageprocessors
etc.

Utilitysoftware
Utilitysoftwareisaspecialprogramthatperformscommonlyusedservicesthat
makecertainaspectsofcomputingtogoonmoresmoothly.Suchservices
includesorting,copying,filehandling,diskmanagementetc.Thetwobasictypes
ofutilitysoftwareare:

1.System-levelutilitysoftware:Thesehelptheusertoworkwiththeoperating
system anditsfunctions.Forexample,autilitysoftwaretellstheuserwhen
he/sheentersawrongcommandandgivessuggestionshowtheerrorcanbe
corrected.

2.Applicationutilitysoftware:Thesemaketheuseofanapplicationprogram
smootherand efficient.These utility programsare commonly purchased
separatelyormaybepartofanoperatingsystem.
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Networkingsoftware
Thistypeofsoftwareismostlyusedtoestablishcommunicationbetweentwoor
morecomputersbylinkingthem usingacommunicationchannellikecablesto
createacomputernetwork.Networkingsoftwareenablestheexchangeofdata
inanetworkaswellasprovidingdatasecurity.Networksoftwaremaycomeas
independentsoftwareorintegratedinanoperatingsystem.Anexampleof
networkingsoftwareisnovelNetware.

Applicationsoftware
Applicationsoftware,alsocalledapplicationpackagesareprogramsthatare
designedtohelptheuseraccomplishspecifictasks.
.Table2.2givesexamplesandusesofcommonapplicationpackages

Software Uses Examples
Word
processor

Typingdocuments
like

MsWord,Lotus

letters. WordPro,
WordStar.

SpreadsheetsManipulationof
numericdatae.g.
calculatingbudgets.

MsExcel,Lotus1
23

Desktop Designing
publications

Adobe
PageMaker,

Publisher likenewspapers,
books.

Mspublisher.

Computer Technicaldrawing.AutoCAD.
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aided
Design
Databases Keepingrecords

and
MsAccess,
Dbase.

files.
Graphics
software

Creatingand CorelDraw,’
Adobe

manipulating
pictures.

Photoshop.

Table2.2:Applicationpackages

Classificationaccordingtoacquisition
Generallycomputerprogramscanbeclassifiedaccordingtohowtheyare
obtainedasin-housedevelopedsoftwareandstandardsoftware(Vendoroff-
the-shelfsoftware).

In-housedevelopedprograms
Theseareprogramsthatareuniquelydesignedandtailoredtomeetaparticular
usersneeds.Forexample,abankmaydecidetomanageitsbankingoperations
usingauniqueprogram developedbyhiredprogrammers.Theseprogramsare
notavailableintheshopsandoncedevelopedforonecompanyorusermaynot
addresstheneedsofotherusers.

Standardsoftware(Vendoroff-the-shelfsoftware)
Theseprogramsaredevelopedbysoftwareengineers,packagedandthenmade
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availableforpurchasethroughavendor,adistributorordirectlyfrom the
developer.Adevelopermaybundlemorethanonebutcloselyrelatedsoftware
intoonepackagetoform asuiteorintegratedsoftwareasopposedtosingle-
purposesoftware.ExamplesofsuitesareLotus

Suite,Microsoft-OfficeandCorelWordPerfectwhilethoseofsinglepurposeare
QuickBooksandSageLine50.

Thewordpackageissometimesusedtorefertothesetypesofsoftwarethatare
packagedandsoldbyvendors.

Advantagesofstandardsoftwareoverthein-housedevelopedprogramsare:

1.Theycaneasilybeinstalledandrun.
2.Theyarelessexpensivetoacquirethanthecostofdevelopingin-house
software.
3.Theyarereadilyavailableforalmostanytask.
4.Sincetheyarethoroughlytestedbeforetheyarereleased,chancesoferrorsin
themarerare.

5.Theycaneasilybemodified(customised)tomeetspecificuser’sneeds
withoutinvolvingexpertprogrammers

Criteriaforselectingacomputersystem
Thetaskofdeterminingasuitablecomputersystem foranindividualor
organisation is noteasy.A good computersystem mustmeetallthe
requirementsoftheuser.Therefore,beforeselectingthecomputersystem to
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implement,itisadvisabletodoananalysisofalltherequirementsnecessaryin
ordertoavoidacquiringasystemthatmaydisappointtheusers.
Requirementsanalysisforselectingacomputersystemshouldcoverthe
following:
1.Identifyingalluserrequirements.
2.Evaluatinghardwarerequirementsthatwillmeettheusersneeds.
3.Evaluatingsoftwarerequirementsthatwillmeettheusersneeds.The
computerhardwareandsoftwaretobeacquiredshouldthereforebeableto
meetallneedsofthedataprocessingenvironmentthat,theyareintendedfor
effectively.

Hardwareconsiderations
Somefactorsconsideredwhenselectingcomputerhardwareare;

Processorspeed
Theprocessing powerand speed ofacomputermainlydependson the
processorspeed.Agoodcomputermusthavehighprocessorspeed.Forexample
afewyearsago,processorsusedtohavespeedsoflessthan100MHz.However,
todaysPentium processorsareoperatingatveryhighclockspeedsofover4
GHz.
Scientistsandengineersareaimingatproducingaprocessorthatoperatesat
terahertz(trillionhertz).However,itisimportanttobuyaprocessorthatsuits
onesneednotnecessarilythefastest.
Memorycapacity
Asearliermentioned,primarymemory,mainlyrandomaccessmemory(RAM)is
measuredinmegabytes(MB).Forexample,acomputermayhave32MBofRAM.
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Although,acomputermayhaveaveryfastprocessor,itmaynotperform as
expectedifithaslow memorycapacity.Becauseofthecurrentmultimedia
drivenapplications,agoodcomputershouldhavesufficientmemorytohandle
theheavyapplicationsthatrequirealotofmemoryspaceinordertorun.A
computerwithatleast128MBofRAMisrecommendedformostcontemporary
applications.

RAMispackagedaseitherdualin-linememoryModule.(DIMM)orsinglein-line
memorymodule(SIMM).

Therefore,beforeonebuysamemorymoduleforthecomputerthefollowing
factorshavetobeconsidered:
1.Thetypeofmodulesupportedbythecomputersmotherboard.
2.Doesthemotherboardhaveanemptymemoryslot?
3.Willthemoduleworkwell(becompatible)withtheotherexistingmoduleson
themotherboard?
4.Whatisthecapacityofthemodule?

Warranty
Awarrantyisanagreementbetweenthebuyerandthesellerthatspellsout
termsandconditionsof,aftersellingaproductincaseoffailureormalfunction.

Themostimportantconsiderationtomakeiswhetherthesellerisreadyto
actuallyprovideaftersalesservices.Ontopoftheactualcostoftheitem,most
manufacturersandsuppliersincludeacertainpercentagechargetocoverthe
warranty.
Agoodwarrantyshouldcoverthefollowingpoints:
1.Scopeofcoverforexamplesixmonths,oneyearetc.
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2.Calloutresponseandliabilityagreement.Forexamplehowlongshouldthe
suppliertaketorepairafaultorreplacetheproduct,andifhe/shedelayswho
bearsthecost.
3.Preventivemaintenanceforexampleregularityofservice,atintervals
etc.

Cost
Thecostofacomputersystemdependson:
1.Itsprocessingcapability.
2.Whetheritisbrandedoraclone.Brandedcomputersaremoreexpensivethan
theirequivalentclones.Thisisbecauseoftheirreliabilityandgoodaftersale
services.

3.Itssize.Portablecomputersaremoreexpensivethantheirdesktopequivalents
becauseofthesuperiortechnologyinvolvedinmanufacturingsmaller
componentswithoutlosingperformanceabilities.

Itisimportantto do amarketsurveyfrom magazines,newspapers,and
electronicmediaorvisitanumberofvendorsto comparepricesbefore
purchasingacomputer.Computerinformationandtechnologyexhibitionsalso
enlightenabuyeroncurrenttrendsandcosts.

Upgradeabilityandcompatibility
Whenbuyingacomputer,thebestoptionwouldbetogetonethatcaneasilybe
upgradedtoaccommodateemergenttechnologies.Forexamplesomeolder
computerscannotsupportlargeharddisksavailableinthemarkettodayhence,
difficultyinupgradingthembecausesmallerharddisksarenolongerin
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circulation.

Portability
Thesizeofelectronicdevicesincludingcomputershasbecomeamajor
considerationbecausesmallerdevicesenhancemobility.

Userneeds
Whenselectingcomputerhardware,considertheuniqueneedsoftheuser.For
exampleiftheusershavespecialdisabilitylikeinabilitytousetheirhands,
considerbuyinginputdevicesthatcapturedatathroughvoiceinput.
Theuserneedsalsodeterminethetypeofdatathatwillbeprocessedhence,the
choiceofthetypeofhardwaremostappropriatetosatisfytheneeds.For
exampleinasupermarketaspecialcomputerizeddevisecalledapointofsale
(POS)terminalismostsuitabletorecordtransactions.

Otherconsiderations
Otherconsiderationsforselectingcomputerhardwareare;

Monitor
Dependingonpreference,yourchoiceforamonitormaydependonsize,
resolutionandthetechnologyusedtomakeit.Currentlyflatpaneldisplayshave
becomeanewmarketstandardquicklyreplacingthecathoderaytube(CRT).

Multimediacapability
Thisisthecombinationofvideo,audio,textandimagestoprovideaninteractive,
creativeandeffectivewayofproducingandcommunicatinginformation.A
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multimediasystem shouldhavespeakers,CD/DVDdrive,soundscardanda
SVGAmonitor.Itshouldalsohavesoftwarethatsupportsmultimediacapability.

Softwareconsiderations
Althoughonemayhaveagoodcomputerwiththebesthardware,theactualreal
determinantofacomputersvaluetotheuseristhesoftwareinitthatcanrun
tosolvethedaytodaydataandinformationprocessingneeds.
Thefollowingfactorsshouldbeconsideredwhenselectingsoftware:

Authenticity
Theterm authenticityreferstogenuineness,validityandorlegitimacyofan
item.Whenyouacquiresoftwarefrom thevendor,makesureitisanoriginal
copy thatisaccompanied by the developerslicense and certificate of
authenticity.Thisisbecausesomepeopleillegallyproducepiratedcopieswhich
isanoffence.

Documentation
Itreferstothemanualspreparedbythedeveloperhavingdetailsonhowto
install,use and maintain the software.These include installation guide,
maintenanceguideandauserguide.Thisdocumentationenablestheuserto
workwiththesoftwarewithminimumguidance.

Userneeds
Theneedsoftheuserdeterminesthetypeofoperatingsystemandapplication
programsthatshouldbeconsideredforacquisition.Forexample,iftheuser
needstotypedocumentsmostoftenhe/shewouldgoforaword-processor.
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Peoplewithspecialdisabilitywillrequiresoftwarethatrecognizesotherforms
ofinputlikevoiceandnaturalsound.Agoodexampleissoftwareusedinmobile
phonestostorevoiceandallowtheusertomakeacallbyjustcallinganame
insteadofkeyinginthenumber.

Reliabilityandsecurity
Peoplearemorecomfortablewithsoftwarethatoffersgoodsecurityto
confidentialandprivateinformation.

Userfriendliness
Oneofthemostimportantfeaturesnormallyconsideredwhenusingacomputer
programisitsuser-friendliness.Thisisameasureofhoweasilytheuserscanbe
abletooperatethecomputer.Someprogramsaremoreuser-friendlierthan
others.Alotofresearchandefforthasbeendedicatedintryingtocomeupwith
moreuser-friendlysoftware.Theeaseofuseofaprogram willmostlikely
influencewhethertheuserwillpreferitornot.

Cost
Thecostofsoftwareisperhapsoneofthemostcontroversialissuesthatmust
beconsideredcarefully.Onecannotjustgoforsoftwarebecauseitischeap.
Manyotherfactorsmayforceapersontobuyfarmuchmoreexpensive
softwareevenwithcheaperalternativesavailable.Howeveritisillogicaltobuy
expensivesoftwareifthereisareliablecheaperalternativethatwillmeetones
needs.
Incasetheoff-the-shelfsoftwaredoesnotfittheneedsoftheusersitwouldbe
advisabletodevelopin-housesoftwaresolutionseventhoughtheymaybeabit
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moreexpensive.
Compatibilityandsystemconfiguration
Softwarecompatibilityreferstotheabilityofthecomputertorunthesoftware
dependingonthesystemsetup(configuration).Forexamplesomesoftwaremay
onlyrunonacomputerthathas32MBofRAMandabove.Anycomputerwith
lowerthanthis,willbesaidtobeincompatible.Itisimportantthatonereads
theinstallationguideandsystemrequirementsthatcomeswiththesoftwarein
ordertoavoiddisappointment.
Portability
Portabilityinthisaspectreferstowhetheraprogramcanbecopiedorinstalled
inmorethanonecomputer.Although,mostsoftwareinthemarkettodayare
portablesomedevelopersproducesoftwarewhichcanbeinstalledonone
machineonly.Thismeansthatifonehastwentycomputers,oneshouldbuya
licenseforeach.
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3.1OPERATINGSYSTEMS(OS)

Chapteroutline

3.1Introduction
3.2Resourcesunderoperatingsystemscontrol3.3Functionsofanoperating
system
3.4Typesofoperatingsystems
3.5Factorstoconsiderwhenchoosinganoperatingsystem
3.6HowWindowsorganizesinformation
3.7Managingfilesandfolders
3.8DiskmanagementusingWindows
3.9InstallingWindowsoperatingsystem

Introduction
Asmentionedearlier,anoperatingsystemisthemainprogramthatcontrolsthe
executionofuserapplicationsandenablestheusertoaccessthehardwareand
softwareresourcesofthecomputer.Inadataprocessingenvironment,theuser
seesacomputerasagroupofapplicationprogramsthatenableshim/herto
accomplishspecifictasks.Applicationprogramsdonotdirectlyutilizethe
hardwaredevices.Theysendmessagesthroughtheoperatingsystemwhichhas
thecapabilitytogiveinstructionstothehardwaretoperformaparticulartask.
An operating system therefore,supervisesalltheotherprogramsin the
computerandmanagesaccesstothehardwareasshowninFigure3.1.

3.2
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Resourcesunderoperatingsystemscontrol
Acomputeriscomposedofasetofsoftware-controlledresourcesthatenable
movement,storageandprocessingofdataandinformation.Theresourcesor
devicesundertheoperatingsystem controlinclude:theprocessor,themain
memory(RAM),inputandoutputdeviceandparts,secondarystoragedevices
andcommunicationdevices.

Theprocessor
Theprocessorisascarceresource.Itexecutestaskscalledprocesses.Atanyone
timeseveraltasksmayrequireprocessinghencecreatingcompetition.The
operatingsystemarrangesthetasksaccordingtopriorityandhastheabilityto
stopaparticulartasktoallowtheprocessortoserviceanotherone.

Mainmemory(RAM)
Atanyonegiventimesomanytasksmayrequirethememorysothattheycan
beaccessedandprocessedbythecomputer.However,becausememoryisalsoa
scarceresource,theoperatingsystem determineswhichtaskwillremainin
memoryawaitingforexecutionandwhichonewillbesentbacktosecondary
storagetowait.

Becausetheoperatingsystemislargeandveryimportant,itisusuallyinstalled
ontheharddiskbutmustbeloadedtoRAMduringthebootingprocess.Notall
theoperatingsystem canfitinRAM soasmallspecialpartthatcontainsthe
mostnecessarycommandsandprocedurescalledthekernelistheonethatis
loaded.
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Input/outputdevicesandports
Inmostcases,theoperatingsystem controlsalldatainputandinformation
outputtasks.Becausemostinput/outputdevicesareslowerthantheprocessor,
theoperatingsystemhastocontroltheflowofdatafromthetimeofinputto
thetimetheuserreceivesitasinformation.Itensuresthattherightdata
reachestheprocessorattherighttime.Theoperatingsystemalsodefinesthe
variousinput/outputportsfoundonthecomputere.g.printerport.

Secondarystoragedevices
Theoperatingsystemmanagesthestorageandretrievalofdataonsecondary
storagedevices.Italsoutilizesthefreespaceonharddiskstoenhancethe
performanceofthecomputerbytemporarilyholdingtasks

onitthatwereinRAMreadyforprocessingbuthavetowaitforsometime.

Communicationdevicesandports
Communicationinthiscasereferstohowthevariousdevicesandprogramsin
andoutofthecomputersystem sendandreceivemessagesfrom oneanother
and from the processor.The operating system controls the overall
communication process between various tasks and computers.External
communication can be achieved by connecting an externaldevice to a
communicationportusingacommunicationmediumlikecablesorevenwireless
communication.

3.3FunctionsofanoperatingsystemThefunctionsofanoperatingsystemare:
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Jobscheduling
Theprocessorcanonlyhandleonetaskatatime.Therefore,theoperating
systemhastodeterminewhichtaskwillbeprocessedfirstandmakessurethat
theonethatiscurrentlybeingprocessediscloselymonitoredtoavoidwasting
timeintheprocessor.Thecriteriaforselectingwhichtaskwillcomebeforethe
otherdependsonmanyfactors.Forexample,theoperatingsystemmaydecide
toprocesssmallertasksbeforelargerones.

Resourcecontrolandallocation
Inorderfortheprocessortobeabletorecognizeandprioritiestheuseand
requestsforresources,itgiveseachresourceauniqueidentificationnumber
calledaninterruptnumber.Hencewhentwotasksrequesttousearesourceat
thesametime,theonewithhigherpriorityinterruptisgrantedcontrol.Thiscan
becomparedtotheprioritygiventothepresidentialmotorcadeonabusyroad.
Secondly,theoperatingsystem triesasmuchaspossibletoavoidasituation
whereaparticulartaskholdsaneededresourceandrefusestoreleaseitforuse
byothertasks.Whenseveraltasksdothis,anundesirablesituationcalled
deadlockoccurs.

Therefore,resourcecontrolandallocationisacoreoperatingsystem function
becauseitdetermineswhichtaskusesaparticularresourceandatwhattime.
Input/outputhandling
Everycomputerhasmanyinputandoutputdevices(I/O).Likeaskilledtraffic
officer,theoperatingsystemcoordinatesbetweenthesevariousI/Oandother
peripheraldevicessuchasauxiliarystoragedevices,makingsurethatdataflows
properlybetweenthem andsortingoutanypossibleconfusion.Forexample,
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whenprinting,theCPU directsitsattentiontotheprintingfunction.The
operatingsystem searchesfortheprinter,choosesthecorrectone,translates
thenamefortheCPUandfinallytheCPUsendsthedocumenttotheprinter.
ThisthenmakestheCPUavailableforotheractivities.

Memorymanagement
Alldataandinstructionsmustbetemporarilyheldinthemainmemorybefore
andafterprocessing.Theoperatingsystemmayorganizethemainmemoryinto
blocksofsizescalledpartitions.Itconstantlyassignsmainmemorystorage
partitionstodataandinstructions.Toaccessapieceofdataorinstruction,the
operatingsystemknowswheretofindeachpieceofdataaslongasthecorrect
addressofthepartitionisused.

Errorhandling
Theoperatingsystem hasmanywaysofalertingtheuser,oferrorsheorshe
makes.Manyopratingsystem usuallyexpresswhattheerroris,andwhere
possiblemakesuggestionsonhowtocorrecttheerror.Theoperatingsystem
doesthisbymonitoringthestatusofthecomputersystemandperformingerror
checksonbothhardwareandthesoftware.

Jobsequencing
Theoperatingsystemkeepsalistofjobsortaskscurrentlybeingrunandclocks
theminandoutoftheprocessor.Italsoarrangestheminaparticularorderto
makeiteasyfortheprocessortoexecutethemandtoknowhowandwhento
fetchinstructionsanddataforeachtask.
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Interrupthandling
Aninterruptisabreakfromthenormalsequentialprocessingofinstructionsin
aprogram.Anexternalrequestcausestheprocessortostopexecutingthe
currenttask,anddosomethingelsebeforereturningthecontrolbacktothe
programthatwasinterrupted.

Eachhardwaredevicecommunicatestotheprocessorusingaspecialnumber
calledtheinterruptrequestnumber(IRQnumber).Fig3.2showsthedevices
assignedtoIRQnumbersinMicrosoftWindows.
3.4Typesofoperatingsystems
Operatingsystemscanbeclassifiedaccordingto:
1.Numberoftaskshandledconcurrently.
2.Numberofusers.
3.Humancomputerinterface(HCI).

Classificationaccordingtotaskshandledconcurrently

Singleprogramoperatingsystem
Singleprogramoperatingsystemallowsprocessingofonlyoneuserprogramin
themainmemoryatatime.Thismeansthattheusercanonlyrunone
interactiveprogramatatime.Thentheusermustexitfromtheprogrambefore
loadingandrunninganotherprogram.Anexampleofasingleuseroperating
systemisMSDOSfromMicrosoftCorporation.

Multitaskingoperatingsystem
ThistypeofoperatingsystemallowsasingleCPUtoexecutewhatappearsto
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bemorethanoneprogram atthesametime.However,internallyonlyone
program isbeingexecutedatatime.TheCPUswitchesitsattentionbetween
programsasitreceivesrequestsforprocessing,executingstatementsfromone
program,andthenfromanotherusingtheconceptofgivingatimeslicetoeach
application.Thisswitchingofattentionissofastthatitappearsasifthe
programsarebeingexecutedsimultaneously.

Classificationaccordingtonumberofusers

Singleuseroperatingsystem
Asingleuseroperatingsystemisdesignedforusebyonlyoneperson.Itcannot
supportmorethanonepersonandrunsonlyoneuserapplicationatatime.

Multiuseroperatingsystem
Multiuserormultiaccessoperatingsystem allowsmorethanoneuserto
interactivelyusethecomputer.Itcanbeinstalledonacomputerthatisaccessed
bymanypeopleatthesametime.ExamplesofsuchoperatingsystemsareUNIX,
NovellandWindowsNT/2000,Linux.

Classificationaccordingtointerface
Theterm human computerinterfacerefersto themethod ofinteraction
betweenthecomputerandtheuseranddetermineshoweasilytheusercan
operatethecomputer.Theunderlyingprincipleinoperatingsystemdesignisto
makecomplextasksverysimplefortheusertocarryout.Thisisthereasonwhy
alotoftimehasbeenspentbysoftwaredevelopersintryingtocomeupwith
userfriendlyinterfaces.
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Currentlythethreemaintypesofhumancomputerinterfaceare:

CommandlineInterface
Theuserinteractswithacomputerbytypingacommandatthepromptfound
onacommandline.Acomputerreadsinstructionsfromthecommandlineand
executesthem.Foracommandtobemoreuserfriendly,thewordsusedshould
bedescriptiveverbse.g.print,copyetc.Uniqueabbreviationscanalsobeused
e.g.DelRenChkdsketc.

Forexample,ifyouareusingMSDOSoperatingsystem,youcancopyafile
called Fruits.Datfrom ahard diskC to floppydiskA asfollows:COPY
C:\Fruits.DatA:\

NB:Theusermustpresstheenterkeyforthecommandtobeexecuted.

ExamplesofcommandlineinterfacearetheearlyversionsofMSDOS,PCDOS,
OS/2,andUNIX.

MSDOSInterface

Menudriveninterface
Thistypeofinterfaceprovidestheuserwithalistofoptionstochoosefrom.
Theinterfacethereforeissuitableforbeginnerswhomayhavedifficulties
recallingcommands.
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Someoperatingsystemspresenttheuserwithsimplemenuswhileothershave
sophisticatedmenus.

TheusermakesaselectioǹbytypinganyofthelettersI,V,E,DorQtoactivate
asubmenu.

Amenudriveninterface.

LaterversionsofDOScamewithamenudriveninterfacecalledtheDOSshellor
DOSeditor
Menu

TheDOSshell

Thegraphicaluserinterface(GUI)
Thistypeofinterfacerepresentscommandsassmallpicturesonthescreen
calledIcons.Iconscanbeselectedtoissueacommandusingapointingdevice
likeamouse.GUIhasbecomeaverycommontypeofinterfacebecauseofits
userfriendliness.

ExamplesofGUIbasedoperatingsystemsareOS/2sPresentationManager,
MicrosoftWindows,LinuxandAppleMacintosh.

3.5Factorstoconsiderwhenchoosinganoperatingsystem
Whenchoosinganoperatingsystemforacomputer,thefollowingfactors
shouldbeconsidered:
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1.Hardwareconfigurationorprovisionofthecomputere.g.memorysize,hard
diskcapacity,typeofprocessoretc.
2.Basicdesignofthecomputere.g.isitanIBMorIBM-Compatible,oranApple
computer.
3.Applicationsintendedforthecomputer.
4.Userfriendlinessorhumancomputerinterfacei.e.isitcommandlinebased,
menudrivenorgraphicaluserinterfacebased.
5.Availabilityinthemarkete.g.MicrosoftWindowsbasedoperatingsystems
areverycommon.
6.Cost-howexpensiveistheoperatingsystem?
7.Reliabilityi.e.canitrunwithoutcrashingorhangingi.e.stoprespondingto
commands. .

3.6HowWindowsorganizesinformation

Introduction
Microsoft Corporation is a software company that specializes in the
developmentofbothoperatingsystemsandapplicationprograms.Someofits
popularoperatingsystemsinclude;Windows95,98,2000,NT,Millennium(Me)
andXP.TheseoperatingsystemshavegainedwidepopularitywithmanyPC
usersbecauseoftheirfriendlygraphicaluserinterface.

OtheroperatingsystemsthatrivalMicrosoftproductsincludeLinux,UNIX,Mac
OSandOS/2.

NB:Inordertounderstandhowanoperatingsystemorganizesinformation,this
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bookcutsacrossfourversionsofWindowsi.e.Windows95,98,MeandXP,by
givingstandardizedproceduresthatarecommontoall.Howeverbecauseitis
hardtocaterforthesmalldifferencesinthefourversions,thebookprovidesa
commonprocedureofcarryingoutTasks.However,extradetailsonspecific
versionsarediscussedinappendicesLIIandIII.

ThegoodthingaboutalltheversionsofWindowsdiscussedinthisbookisthat
onceyouacquirebasicskillsinusingoneversion,youcaneasilytransferthe
sametootherversions.

SomecommonfeaturesinWindowsoperatingsystems:
1.Theyallhavesimilaruserinterface
2.Abilitytohandlelongfilenames.AsopposedtoMSDOSwhichcanhandlea
maximumofelevencharacters,Windows95andlaterversionsacceptfilenames
ofupto255charactersincludingspaces.
3.VariousversionsofWindowsoperatingsystemsautomaticallyacceptanew
hardwareonceitisconnectedtothecomputer.Thisfeatureisreferredtoas
plugandplay{PnP}.
4.Theyallsupportmultipletasksandmultipleusers.
Windowsmanagesdataandinformationstoredonsecondarystoragedevicesby
organizingitintoeasilyaccessibleunitscalledfilesandfolders.

Files
Afileisacollectionofrelateddataorinformationstoredinonelocationand
givenauniquenamethatenablestheoperatingsystem toidentifyitduring
storageandretrievalprocess.Everyfilehasdetailsthatindicatethefollowing:
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1.Auniquenameandanoptionalsetofmaximum threecharacterscalledan
extensione.g.afilenamedJUNE.DOChasJUNEasthenameandDOCasthe
extension.Thefilenameandtheextensionareseparatedbyaperiod(.).The
extensionusuallysuggeststhetypeofinformationheldbythefilee.g.DOC
suggeststhatitisadocumentfilecreatedinanapplicationprogram called
MicrosoftWord.

2.Itssizeanddateofcreation.

Therearetwotypesoffilesnamely;systemfileandapplicationfiles.

Systemfiles
Theseoffilescontaininformationthatiscriticalfortheoperationofthe
computer.Forexample,allhardwaredevicesaretested and madeready
(initialised)duringbootupbyhavingthecomputerreadinformation
Fromspecialsystemfiles.ThesefilesinWindowswouldhavenameextensions
like.sys,.iniand.dll.Anexampleofasystemfileissystem.ini

Applicationfiles
Theyarealsocalledprogramfilesbecausetheyholdprogramsorapplication
files.Theymayhaveextensionssuchas.exe.

Thefollowinglistgivessomecommonfilenameextensionsandsuggeststhe
typeofinformationthatcouldbeheldinthefile.

Extensions Typeofinformation
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DAT Datafiles

EXE Executablefilethatstartsan

application

TXT Textfiles
DOC Documentfile

Whennamingfiles,itisimportanttogivemeaningfulnamesandextensions
thatsuggestitscontent.ForexamplewhensavingaletterwrittentoJohn,give
itanamesuchasJohnletter.Thenameextensionisautomaticallyaddedbythe
applicationbeingused.

Folders
Afolderoradirectoryisanamedstorageareawheretheusercanstorerelated
filestoenableeasyaccess.Likewithanordinaryfilecabinet,afolderismeantto
helptheuserdividealargestoragemediaintosmallmanageablestorage
locations.

Subfolders
Alargefoldermaybedividedintosmallerunitscalledsubfolders.Therefore,a
subfolderorsubdirectoryisfolder/directorywithinanotherfolder/directory.

InWindows,foldersandsubfoldericonsmostlyappearinyellowcolorwhilefile
iconsaremostlywhitewithafoldatthetoprighthandcorner
Storagemedia
Whensavingafileorcreatingafolder,identifyastoragelocation,whichismore
reliableandsufficient.Forexample,ifafileorfolderrequiresmorethan1.44MB
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ofstoragespace,youcannotusea1.44MB3inch.floppydiskinsteadusea
storagemediawithlargerspace.

Windowsdesktop
Onceyouswitchonthecomputer,Windowsisautomaticallyloadedintothe
mainmemoryandamostlyemptyscreencalledthedesktopappears.Thisshows
thatthecomputerisreadyforuse.

SomeversionsofWindowse.g.WindowsXP,prompttheusertopressCtrl+Alt
+DeletetogainaccesstodesktopfeaturesthroughaprocesscalledLogon.

Desktopfeatures
Onthedesktopareiconsandalongthinbarcalledthetaskbar.Figure3.8
showsaWindowsMedesktop.

Icons
Iconsaremostlymanipulatedusingapointingdevicee.g.themouse.Someof
thecommoniconsonthedesktopareMyComputer;Recyclebin,Internet
Explorer,andMyDocuments.

Thetaskbar
Thetaskbarenablestheusertoeasilyswitchbetweendifferentprogramsand
documents(tasks)thatarecurrentlyrunning.

Whenevertheuserstartsaprogramoropensafile,itsbuttonappearsonthe
taskbarandstaysthereuntiltheuserexitsfrom theprogram seeFigure3.9.
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YoucanswitchbetweenvariousprogramsanddocumentsinWindowsby
clickingthesebuttons.Thisprocessiscalledmultitasking.

Thetaskbarhasatleastthreemainparts.

Startbutton:Theleftmostbuttononthetaskbarthattheuserclickstodisplay
thestartmenu.

Taskmanager:Thisistheplainstripethatdisplaysbuttonsofallcurrently
runningtasks.ThetaskmanagerofFigure3.9showsOPERATINGSYSTEisthe
currentlyrunningtask

Systemtray:Thisisattherightmostpartofthetaskbar.Ithasiconsoftasks
runninginthebackgroundputarenotdisplayedonthescreen.Examplesarethe
timeandcalendar,anantivirusprogram,volumecontroletc.Todisplaysucha
task,simplydoubleclickitsicon.

Thestartmenu
Whenyouclickthestartbutton,alistofchoicesappearcalledthestart
menu.TheitemsonthemenumayvarydependingontheversionofWindows
youareusing.Figure3.10(a)and(b)showsWindowsMeandWindowsXP
startmenusrespectively.Fromcarefulstudyofthefigures,youwillnoticeslight
variationsbutmostcommandsonthemenuitemsremainthesame.

Programs
Thismenudisplaysalistofallprogramsinstalledinthecomputer.Themenu
hasasmallsolidarrow.Whenyoupointatit,anotherlistofmenuscalleda
sidekickmenuwillbedisplayedasshowninFigure3.10(a)and(b).
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Documents/myrecentdocuments
DocumentsmenuinWindows95,98andmeormyrecentdocumentsin
WindowsXPliststhelastfifteenrecentlyaccessedfiles.Youcanopenanyof
thelistedfilesfrom astoragedevicebyclickingitsnameprovidedthatthe
deviceisaccessible.

Settings/controlPanel
SettingsmenuinWindows95,98andMeorthecontrolpanelinWindowsXP
providestoolswhichtheusercanusetomaintainandmakechangestothe
computersetup.Itisimportantnottotamperwiththismenubecauseyoumay
interferewiththecomputerfunctionality.
Find/search
FindinWindows95,98,andMeorSearchinXPhelpstheusertosearchforafile
orfolderincasetheuserforgetsitsnameorlocation.

Help/helpandsupport
Thehelpcommandonthestartmenu,displaysdetailedinformationonhowto
usetheoperatingsystemandsolvesomecomputerrelatedproblemsincaseof
thecomputerfailstofunctionproperly.

Run
Itenablestheuserto:
1.Installprogramsontheharddisk.
2.Openfilesandfoldersfromastoragelocation.
3.Runprogramsfromremovablemediawithoutnecessarilyinstallingitonthe
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harddisk.

Logon/logoff
Logonisasecuritymeasurethatrestrictsunauthorizedusesfrom accessing
computerresources.Itpromptsforausernameandpasswordinordertogain
access.Afterusingthecomputer,logoffthecomputerbeforeleaving.

Shutdown
Thismenuletstheusershutdown,restartthecomputer,orrestartinMS-DOS
mode.WindowsMeandWindowsXPdonothaveMS-DOSintheirshutdown
dialogbox,seeappendixIIandIII.
Everytimeyoufinishusingthecomputeryoumustfirstshutitdownbefore
turningitoff.Todothisyouneedto:
1.Clickthestartbutton

2.PointandclickshutdownapromptforWindows98willappear.
3.Ifyouwanttoshutdown,clicktheshutdownbutton
4.Finally,clickokorsimplypressenter
5.Waitforthecomputertodisplayamessage,Itisnowsavetoturnoff.Some
computersautomaticallyswitchthemselvesoffonceyouclickok.

3.7

Managingfilesandfolders
Tomanipulatefilesandfolders,youcaneitheruseMyComputericonfromthe
desktoporWindowsexplorerfromthestartmenu.Eachinitsownwayletsyou
seehowstoragedevicesorlocations,filesandfoldersarearranged.Thesetools
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alsoenabletheusertomanipulatefilesandfolders.

Windowsexplorer
Windowsexplorerletstheuserdisplaythedrivesandfoldersinahierarchyor
treestructure.Thecomputertreeisanupsidedownstructurewiththehighest
levelbeingtheroot.Theexplorerdividesthewindowintotwopanes.Theleft
panedisplaysatreeofdrivesandfolderswhiletherightpanedisplaysalistof
filesandsubfolderscontainedinaparticularopendriveorfolder.

TodisplaytheWindowsexplorerinsomeversionsofWindowslike95/98carry
outthefollowingprocedure:
1.Clickthestartbuttonthen
2.Pointtotheprograms menu
3.FromtheProgramsgotothesidekickmenu,clickwindowsexplorer

AnexplorerwindowsuchastheoneshowninFigure3.12willbedisplayed.
NB:In some operating systems,Windows explorercommand may not
necessarilybelocatedontheprogramsmenu.Theothermethodofdisplaying
theexplorerwindowisto:
1.Rightclick'mycomputericononthedesktop.
2.Pointandleftclickexplorerfromtheshortcutmenu.

Thismethodofdisplayingtheexplorerwindow hasbeenadoptedasthe
standardwayofdisplayingtheexplorerwindowthroughoutthisbooktotake
careofvariousversionsofWindowsoperatingsystems.
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InFigure3.12,thehighestiteminthetreeisthedesktopthenfollowedbyMy
Computer.Ifyouobservekeenly,youwillnoticethatsomeitemshaveasmall
boxontheirleftwithaplusorminussigninside.Ifanitemhastheplussignon
itsleft,itcontainsotherlowerlevelitemse.g.MyDocumentsfolderintheabove
figure,hassubfoldersinside.Todisplaythesubfolders,clicktheplussignand
thesignwillchangetominusmeaningthatallsubfoldersinthatlevelhavebeen
displayed.Youcanreduce(collapse)thetreebyclickingminussign.

UsingMycomputer
Doubleclickingonmycomputericon,givesyouagraphicalviewofwhatisinside
thecomputer.Thisincludesthedrives,thecontrolpanelandotherresourcesas
showninFigure3.13(a).

Todisplayfilesandfoldersfromaparticulardriveproceedasfollows:

1.Doubleclickadriveicon.Awindowappearsdisplayingfilesandfoldersstored
intherootofthedriveinquestion.Therootisconsideredtobethehighestlevel
ofthedirectorytreewherealldirectories/foldersstart.
2.Doubleclickafoldertodisplayitscontents.
3.Doubleclicktheharddisk(driveC).Itscontentwillbedisplayedasshownin
Figure3.13(b).
4.Fromthiswindowyoucanstartmanipulatingyourfilesandfolders.

4.

Creatinganewfolder
Therewillbetimeswhentheuserwouldwanttocreatenewfolders.Say,for
instance,whenworkingonadetailedprojectthathasmultiplefiles.Itis
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advisablethatallrelatedfilesbekepttogetherinonefolder.Tocreateanew
folderproceedsasfollows:
1.UsingMycomputericondisplaytheExplorerwindow.

2.Fromthefoldertreeontheleftpane,selectthelocationinwhichyouwantto
createanewfolder.

3.FromtheFilemenu,clickNewthenclickFolderasshowninFigure3.14(a).
AnewfolderwithatemporarynameNewfolderappearsintheexplorerwindow
asshowninFigure3.14(b).
4.Typeanewnameforthefoldertoreplacethetemporarynamethen press
Enterkeyorclicktheicononce.
NB:Tocreateasubfolder,followthestepsabovebutselectafolderasthe
location.Toopenafolderproceedsasfollows:
1.UsingMycomputericondisplaytheExplorerwindow.

2.Fromthefoldertreeontheleftpane,clicktheplussignagainstthestorage
locationthatcontainsthefileorfolderyouwishtoopen.
3.Fromthefoldertree,selectthefolder.Itscontentswillbedisplayedonthe
rightpane.

Creatinganewfile .
Dependingontheprogramsinstalledinyourcomputer,youcancreatefilesof
differenttypessuchasdrawings,textdocumentetc.Tocreateanewtext
documentproceedasfollows.
1.UsingMycomputericondisplaytheExplorerwindow.
2.Fromthefoldertreeontheleftpane,selectthelocationinwhichyouwantto
createanewfile.
3.FromtheFileMenu,pointnew
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4.Selecttextdocumentfromalistofavailableapplicationsandaniconwitha
temporarynameappearsintheexplorerwindow.
5.Typeanewnameforthenewfiletoreplacethetemporarynameandpress
enterkey.
NB:InWindows,filenamescancontainupto255characters,includingspaces
but,withnospecialsymbolssuchas\/:*?<>I.

TheapplicationWindow
Inordertoenterdatainthenewfilejustcreatedabove,youhavetoopenitin
itsapplicationprogram.Thiscanbedonebydoubleclickingthefileicon.A
rectangularareacalledanapplicationwindowappearsonthescreenasshownin
Figure3.15.

PartsofaWindow

Titlebar
Thisisabaracrossthetopofthewindowthatdisplaysthenameofthecurrent
applicationprogramortask.
Ontherightofthetitlebararethreetinybuttonsnamely:

Minimizebutton:Itreducesawindowbypressingabuttonwhichisplacedon
thetaskbar.

Therestore/maximizebutton:Itstretchesthewindowtocovertheentire
desktoporrestoreittoitsoriginalsize.
Theclosebutton:Itisusedtoexitanapplication.

Menubar
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Menubarprovidesalistofcommandsthatcanbeusedtomanipulateatask.
Forexample,tosaveadocument,clickfileandthensave.
Too/bars
Thesearebuttonsarrangedinarowthatareshortcutstomenucommands.

Workarea
Thisistheworkingareawhereyoucancreateyourdocuments.

Statusbar
Thisisaninteractivestripatthebottomoftheapplicationwindowthatactsas
acommunication linkbetween theuserand theoperating system.Such
interactiveactivitiesincludesaving,openingafile,printing,cursorpositionetc.

Scrollbuttonsandarrows
Scrollingisthemovingup,down,leftorrightofadocumentwindowonthe
screenifitistoolargetofit.Scrollbuttonsandarrowsarehorizontaland
verticalbuttonsatthebordersofawindow usedtoscrollthroughlong
document.

Savingchangestoafile
Aftertypingthecontentofthefileintheworkarea,clickfileandthenClicksave
Otherwise,ifthefilewillbesavedwithadifferentnameorlocationthen:
1.Clickfileandthensaveas

2.FromtheresultingSaveAsdialogbox,selectwherethedocumentistobe
savedthentypeitsname
3.Clickthesavebutton.
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Renamingfilesorfolders
Renamingreferstochangingthepreviousnametoanewname.

Torenameafileorafolderproceedasfollows:
1.UsingMyComputericondisplaytheExplorerwindow.
2.Fromthefoldertreeontheleftpane,selectthefileorfoldertoberenamed.

3.Fromthefilemenu,clickrename
4.Typethenewname,andthenpresenterkey.

Deletingfilesandfolders
InWindows,whenyoudeleteanitemfromtheharddisk,itistemporarilyheldin
aspecialfoldercalledtheRecyclebinfromwhichitcanberestoredifnecessary.

Therecyclebinisadefaulticononthedesktopthereforeitcannotberemoved.

Warning

1.Oneshouldnotattempttodeletesystemandapplicationfilesfromthehard
disk.

2.Itemsdeletedfromremovablestoragearenotheldintherecyclebinandare
completelylost.
Todeleteafileorfolderproceedasfollows:
1.UsingMycomputericondisplaytheExplorerwindow.

2.Fromthefoldertreeontheleftpane,selecttheitemthatistobedeleted.
3.OntheFilemenu,clickdelete
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4.Amessageappearsonthescreenaskingwhetheryouactuallywanttodelete
theitem.
5.Confirmbyclickingyes

Restoringdeletedfilesandfolders
Torestoreafileorfolderfromtherecyclebintoitsoriginallocationproceedas
follows:
1.Doubleclicktherecyclebinicon.
2.Selectthedeleteditem(oritems)toberestored.
3.Clickfilethenrestore

Emptyingtherecyclebin
Tocompletelydiscardfilesandfoldersyoudeleted,youneedtoemptythe
RecycleBin.Deleteditemstakeupthesameamountofdiskspacetheyoccupied
beforeyoudeletedthem.Tofreeupthatdiskspaceoccupied,youhavetoempty
thebin.
Toemptytherecyclingbinproceedasfollows
1.Double-clicktherecyclebinondesktop.
2.ChooseemptyrecyclebinfromtheFilemenu.
3.Clickyeswhenpromptedtoconfirmdeletionofthefiles.

NB:Youcanalsodeleteselecteditemsintherecyclebinbyclickingfilethen
delete

Copyingandmovingfilesandfolders
Cutorcopycommandsareusedtomoveorcreateaduplicateofanitem
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respectively.Whenyoucutorcopyanitem,itistemporarilyheldintemporary
storagelocationknownastheclipboard.Tocopyafileorfolder:
1.UsingMycomputericondisplaytheExplorerwindow.
2.Ontheeditmenu,clickcopy
3.Selectthedriveorfolderwhereyouwanttheitemtobecopied.
4.From theeditmenuclickpasteInformationoritem ispastedtoanew
location

CopyprogressdialogwillbedisplayedonthescreenasshowninFigure3.16
below
Tomoveafileorafolderproceedasfollows:
1.UsingMycomputericondisplaytheExplorerwindow.
2.Ontheeditmenuclickcut.
3.Selectthedriveorfolderwhereyouwanttheitemmoved.
4.Fromtheeditmenuclickpaste.
5.Moveprogressdialogwillbedisplayedonthescreensimilartothatofcopying
inFigure3.16butwiththewordmovinginthetitlebar.

Sortingfilesandfolder
Sorting means arranging files and folders in a particularordereither
alphabeticallyorbysizeordateoflastmodificationorcreation.Widows
automaticallysortsfilesandfoldersintoalphabeticorderbuttheusercan
choosetoarrangethemotherwise.ForexampleFigure.3.17showhowtosort
byname.Noticethatadotappearsnexttonametoshowthatitisselected.

Manipulatefilesandfoldersusingtheshortcutmenu
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Whenyourightclickanitem,ashortcutmenuisdisplayedwhichprovides
commandscommonlyusedtomanipulatetheitem.
Tocopy,move,deleteorrenameanitemproceedasfollows:
1.Right-clickthefileorfoldertodisplayitscontextsensitivemenu.
2.Fromtheshortcutmenu,leftclicktheappropriatecommandi.e.
(a)Tocopyormove,rightclickthedestinationlocationthenclickpaste

(b)Todelete,simplyclickdeleteCommand.
(c)Torename,typeinanewfilenametoreplacetheoldone.

Manipulatefilesandfoldersbydraganddrop
Anothereasiermethodofhandlingfilesandfoldersisdraganddrop.Thisis
doneasfollows:
1.Tocopyafileorfolder,holddowntheCTRLkeywhileyoudragtheiconofthe
filetoanewlocation.
2.Tomovefilesfromonelocationtoanotheronthesamedrivebutina
differentfolder,simplypressdowntheMousebuttonanddragtheitemtothe
newlocation.
3.Todeleteanyfileorfolderdragitintotherecyclebin.
4.Tocopyfileorfolderfromonedisktoanother,simplydragtheitemtothe
destinationdriveicone.g.fromdriveCto31/2-floppydisk.
5.Tomoveanitem,holddowntheShiftkeywhileyoudragittonewlocation.

Selectingmultiplefilesandfolders
Ifyouwanttomanipulatemultiplefilesorfoldersatago,youcanselectthem
byclickingeachitemwhileyouholddownthecontrol(CTRL)orSHIFTkey.
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Ifyouwanttoselectallfilesinanopenfolder,clickeditthenselectall.Thiswill
highlightallfilesinthefolder.Tomanipulatetheselecteditems,usethemenu
barortheshortcut.

Searchingforfilesandfolders
Tosearchforaspecificfile'orfolderproceedasfollows:
1.Fromthestartmenu,clickfind/searchFigure3.18showsa

Windows98finddialogbox.

2.Typethenameofthefileandthelocationtolookinrespectively.

3.clickfindnowbutton

3.8

DiskmanagementusingWindows
Windowsoperatingsystem providestheuserwithtoolsthathelphim/herto
managestoragedevicesandmedia.Itisimportanttohavearoutinecheckofall
thestoragedevicesotherwiseonemayenduplosingveryvitaldataand
programs.

Warning:Donotattempttheseoperationsondiskswithouttheguidanceofthe
teacher.Itispreferabletousethefloppydiskratherthantheharddiskto
performtheseoperationsbecausesomeofthemcaneasilyleadtolossofdata
andinformationstoredontheharddisk.

Formattingdisks
Beforeusingafloppydisk,itmustbeformatted.Formattingistheprocessof
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preparinganewdiskforusebyimprintingemptysectorsandtracksonthe
surfaceofthedisksothattheoperatingsystem canrecognizeandbeableto
accessit.Mostdiskettestodayaresoldreadilyformatted.Eachoperating
systemhasitsownspecialwayofformattingadiskthatmaymakethedisknot
tobereadbyanotheroperatingsystem.Toformatanewfloppydiskproceedas
follows:
1.Putanewunformatteddiskintothefloppydrive.
2.Doubleclickmycomputericon.
3.Rightclicktheiconlabeled31/2-floppy(A:)thenselect:Format.
4.Selectthediskcapacitye.g.1.44MB,formattypei.e.eitherquickeraseorfull
5.Givethediskettesaninternalname(label).
6.Clickstarttobeginformatting.
7.Oncetheprocessisover,clickClose.

Scanningastoragedeviceforproblems
Windowshasadiskmanagementtoolcalledthescandiskthathelpstheuser
checkupandrepairminorstorageproblems,suchasloststoragelocations,or
damagedsurface.Toscanastoragedevicethefollowingisdone:

1.Doubleclickmycomputericontodisplaythestoragedevicesinstalledonthe
computer.
2.Rightclickadriveicone.g.31/2-floppydisk(A:).
3.Fromtheshortcutmenu,clickpropertiesthenclickToolstab,todisplaya
dialogbox
4.Clickthechecknowbutton
5.Apromptappearsrequestingtheusertospecifyscandiskoptionslike
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whethererrorsfoundshouldbecorrectedautomatically.
6.Oncescandiskiscomplete,Windowswillgiveasummarystatisticsonerrors
encounteredifany.

Usingdiskdefragmentertorearrangestoragemediacontent
Diskdefragmenterisatoolthatisusedtorearrangescatteredfoldersandfiles
onastoragemediainordertospeedupaccesstofilesandfolders.Thisenables
theread/writeheadnottowastetimelookingforthesameitem alloverthe
disk.Figure3.20showsadiskbeforeandafterdefragmentation.Noticethatthe
fragmented disk has related data elements spread alloveritbutthe
defragmentedonehasrelateddataconsolidatedclosetoeachother.

Tostartdiskdefragmentationproceedasfollows:
1.Doubleclickmycomputericontodisplaythestoragedevicesinstalledonthe
computer.
2.Rightclickadriveicone.g.31/2-floppydisk(A:).
3.Fromtheshortcutmenu,clickpropertiesthenclicktoolstab
4.Fromthedialogboxdisplayed,defragmentnowbutton
5.Fromthedialogboxdisplayed,clickdefragmentaprocessstatusbaris
displayed.
6.Waitfortheprocesstocompletethenclosethedefragmenter.

Compressingthestoragemedia
Windowsprovidestheuserwithtwocompressiontoolsnamely,compression
agentandDriveSpace.Compressingstoragemediacontentstofitinsmaller
spacehelpstocreatemorefreespaceonthemedia.
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DriveSpacecanusethefreespaceonanuncompresseddrivetocreate.anew,
emptycompresseddrivecalledahost.Tocompressadiskproceedasfollows:

1.Doubleclickmycomputericontodisplaythestoragedevicesinstalledonthe
computer.
2.Rightclickadriveicone.g.31/2-floppydisk(A:)
3.Fromtheshortcutmenu,propertiesIfyouareusingwindowsXPselectthe
Compressdrivetosavediskspace,checkboxthenclickokasshowninFigure
3.21(a).Ifusingwindows98clickthecompressiontabthenclickcompress
drivebutton.(Figure3.21(b))
4.Inconfirmattributechanges,selecttheoption,youwant

NB:IfyouareusingWindows95/98,clickthestartbutton,pointtoprograms,
accessories,thensystemtoolsandselectcompressionagentorDriveSpace.

Fromthecompressdialogbox,clickdrivethencompress

Scanningforviruses
Acomputervirusisaprogramwrittenbymaliciouspersonsaimedatconducting
unwantedoperationslikedamagingdisksanddata.Severevirusattackcan
resultinsystemfailure.Thereareliterallythousandsoftheseevilprogramsthat
cangetintoacomputerviainfectedfloppiesorevenviaelectronicmailandthe
Internet.

Cleaninginfectedstoragedevices
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Toguardacomputeragainstvirusattack,specialprogramscalledantivirus
softwaresuchasNortonAntivirus,PC-cillinorMcAfeeshouldbeinstalledon
thecomputer.Theseprogramscancheckyoursystemforthousandsofknown
virusesanderadicatethem.Toscanforvirusesthefollowingisdone:
1.Doubleclickmycomputer
2.Rightclickadriveicon.
3.Fromtheshortcutmenudisplayed,selectthenameoftheanti-virusprogram
e.g.ScanwithNortonAntivirus.
4.Followtheinstructionsdisplayedbytheanti-virusprogramtostartscanning.
BackingupData

Windowscomeswithautilitycalledbackup.Itenablestheusertocreatecopies
ofdataandprograms(onseparatestoragedevice)toavoidlosingimportant
dataandprogram filesincasethestoragedeviceorthecomputerfails.Itis
goodpracticetokeepbackupsawayfromthecomputerroomtoensuresecurity
oftheinformationincaseofacalamitysuchasfire.Tocreateabackupproceed
asfollows:

1.Clickthestart-button,pointtoprograms,accessories,systemtoolsthenclick
backup
2.IfawelcometoMicrosoftBackupdialogboxappears,clickoktocloseit.
3.IntheMicrosoftBackupdialogbox,selectthefilesand/orfoldersyouwantto
backupbyplacingcheckmarksnexttotheirnames.Whenallthefilesinafolder
areselected,itwillappeargray.
4.Followtheonscreeninstructionstoaccomplishtheoperation.

Restoringbackedupdata
Torestorebackedupdataproceedasfollows:
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1.Inthemainbackupwindow,choosetherestoretab.
2.Selectthebackup filesto restore,choosenextstep and follow the
Instructionsonthescreen.Thebackedupdatawillberestored.

Thestartup(Bootup)disk
Supposetheharddiskisseriouslydamaged,andthecomputercannotstart
Windows.Theonlyotheroptionavailablewouldbetostartthecomputerusing
astartupdiskthathasbootinginstructions.Thestartupdiskisusuallyafloppy
diskthatwascreatedusingtheoperatingsystem.

Tocreateastartupdisk
1.Doubleclickmycomputer:icon,thenthecontrolpanel
2.Inthecontrolpaneldoubleclickadd/removeprograms.
3.IntheAdd/Removeprogramsdialogbox,clickstartupdisk,thencreatedisk.
4.ThestartupdiskcreationprogresswillbedisplayedasshowninFigure3.22.

Tobootupacomputerusingthestartupdiskinsertitinthefloppydrivethen
switchonthecomputer.Thecomputerreadsthebootupinstructionsfromthe
diskettethendisplaysacommandpromptsuchasA:>-thatenablestheuserto
typecommands.Thecommandshelptheuserdiagnosetheproblemsthatmight
haveledtobootfailure.

Partitioningadisk
Partitioningadiskreferstotheprocessofdividingalargephysicaldiskintotwo
ormorepartitionscalledlogicaldrives.Alogicaldriveisadrivethatcanbe
accessedasifitisaseparatediskbutinactualsense,itisapartitionofone
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largephysicaldisk.

ReasonsforpartitioningadiskThereasonsare:

1.Whentheuserintendstoinstallmorethanoneoperatingsystemsonthe
samedisk.Installeachonaseparatepartition.
2.Forpurposesofbackuponthesamediskbutdifferentpartitionssothatif
onepartitionfails,theotherwillstillbeworking.

Partitioningprocess
Tocreatepartitions,youmusthaveastartuporbootab1edisketteandproceed
asfollows.

1.Beforeyouswitchonthecomputer,insertthesystemdiskintothefloppydisk
drive.
2.SwitchonthecomputerandletitboottoA:>prompt.
3.TypeFDISKcommandatthepromptandpresstheenterkey.
4.ApromptDoyouwishtoenablelargedisksupport(YIN)appears.PressYto
enablethecomputertosupportlargecapacityharddisksof500MBandabove
otherwisepressN.
5.Fromthemenudisplayed,Choose1(CreateDOSpartitionorLogicalDOS
Drive)asshowninFigure3.23.
6.Fromthesubmenudisplayed:

(a)Chooseoption1tocreateprimaryDOSpartitionthatwillbetreatedat
thebootab1edisk ordriveC.

(b)Chooseoption2tocreateextended(other)DOSpartitions.
(c)Chooseoption3togiveyourextendedDOSpartitionsdrivelabels.

Onceyoufinishpartitioningthedisk,rebootthecomputerforthechangestobe
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effectedthenformatthedrivescreated.Ifyoudonotformatthedrives,the
computerwillnotbeabletoaccessthestoragemedia.

NB:YoucanalsousetheotherFDISKoptionstodisplaypartitioninformation
orDeletepartitions.

3.9 InstallingWindowsoperatingsystem

InstallingWindows98
Becausetheoperatingsystemisthesupervisorforalltheothercomputer
programsitmustbeinstalledintothecomputersharddiskbeforeinstallingany
otherprogram.

Theterm installationreferstotheprocessofcopyingprogram filesontothe
harddisk.Installationdiffersfrom copypasteprocessinthatitisspecifically
meanttocopyexecutablefilesinaformatthatallowsthecomputertorunthe
program.

Tocorrectlyinstallanoperatingsystem,carefullystudythemanufacturers
documentation(manuals)inordertogetthecorrectinformationoninstallation
proceduresandsystem requirements.ForexampletoinstallWindows98,
Microsoftrecommendsthatacomputershouldhavethefollowingminimum
requirements:
1.Atleast486-66MHzProcessor.
2.Atleast16MBofRAM.
3.Atleast170MBoffreeharddiskspace.
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4.ACD-ROMdrivebecauseWindows98comesaCD-ROM.

ThisconfigurationwouldworkbutaPentiumIandamachinewith
32MBofRAMandabovewouldbemuchbetter.

Installationprocess
InordertoinstallWindows98onacomputerthatdoesnothaveanoperating
system,theusermusthaveaWindows98Startupdisk.Thisdiskgivestheuser
optionsforloadingwithorwithouttheCD-ROMsupport.
BecauseWindows98comesonaCD-ROM,youmustbootthecomputerWith
CD-ROMsupportinorderforthecomputertorecognisetheCD-ROMdrive.

Asuccessfulbootdisplaystheprompt;A:>-'Then
1.TypethedriveletterthatrepresentstheCD-ROMdriveattheprompte.g.A
:\>D:thenpresstheenterkey.

ThepromptshouldchangetotheletterthatwastypedtorepresenttheCD
drivee.g.D:\>
ThismeansthatthecomputerisabletoreadwhateverisintheCD-ROMdrive.
2.TypeSETUPEXEe.g.D:\>SETUPthenpresstheenterkey.

FirstSetupscanstheavailabledisksforerrorsandifanerrorisencountered,it
isfixedbutifitismoreserious,thesetupprocessishalted.

Afterthis,thesetupprogram (Wizard)asksyouafew questions,getsyou
acceptthelicenseagreementandentertheproductkey.SeeFigure3.24.
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Therestoftheinstallationisautomated.Allyouneedtodoisjustrelaxandlet
thewizardcompletetheinstallationtask.

TroubleshootingWindowsrelatedproblems
Thetermtroubleshootingreferstotheprocessofdiagnosingandtryingtofix
(resolve)hardwareorsoftwarerelatedproblems.Whenusing
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Windows,youmayexperiencesomeproblemssuchas;
1.Failuretoloadtheoperatingsystemduringthebootingprocess.2.The
computerhangs(stopsresponding)nowandthen.
3.Abnormalrestarting.
4.DisplayingabluescreenwithamessagesuchasFatalexception

errorhasoccurredetc.

Theseproblemsmaybeduetooneofthefollowingreasons:

1.Theremaybehardwareconflictorincompatibilitycausedbyinterruptrequest
(IRQ)ormissingWidowsdevicedriverssuchas

Himem.sys(devicedriversinWindowsthathelpsinallocationofmainmemory)
2.Therewasaproblemintheinstallationprocesse.g.missingsystemfilesthat
couldnotbecopiedduetoadamagedinstallationdisk.
3.Theremaybeaproblemwithyourharddiskbootsectoreitherduetovirus
infectionordamage.
4.Insufficientsystemmemory.
5.CorruptedsystemWindowsregistry.RegistryisadatabasewhereWindows



mariamkerubo2020@gmail.com

Formorehighschoolnotes,FORM1-4ALLSUBJECTS,
setbooks,guidebooks,CPA,CIFA,IT,ICT&other

E-materials
WhatsApp0746711892

storesitsconfigurationinformationsuchassystemhardware,installed
programs,andpropertysettings.
6.Duetointerruptrequestconflicti.e.iftwodevicesaresharingacommon
interruptrequestnumber.

Toresolvetheseproblemsyouneedto:
1.Studythetroubleshootingguidethatcomeswiththeoperatingsystem

2.Duringthebootingprocess,holddowntheF8keyonthekeyboardinorderto
getthestart-upoptionsfrom whichyoucanchoosetostartthecomputerin
safemodeordisplaythecommandprompt.
Thiswillhelpyoutocheckwhethertheproblem isduetodiskfailureor
corruptedregistry.Withsafemode,youcanestablishwhethertheproblem is
duetocorruptedsystemregistryorfaileddevices.Iftheregistryhasfailed,the
computerwillpromptyoutoreinstalltheregistrybackup.Iftheproblemisdue
todiskfailure,startthecomputerusingthestart-updiskandtypeScandiskC:
atthecommandprompt.Scandiskwillestablishwhetherthefailureisdueto
badfileordirectorystructureordamageddisksurface.
3.UsethedevicemanagerfoundinSystem propertiesdialogboxtocheckon
thedevicesthatarecausingproblems.Yougetsystempropertiesdialogboxby
rightclickingmycomputerthenproperties

4.Reinstalltheoperatingsystem iftheproblemsabovepersist.Incasethe
problemisbeyondrepair.

APPENDIXI
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Beyondbasics

ArrangingmultipleapplicationWindowsonthedesktopOneofthebiggest
advantagesofmultitaskingisthatonecanopenandworkwithseveral
applications.OnemaywishtoarrangeopenWindowseither,sidebyside(Tile)
oroneontopofanother(Cascade).

Tilingwindows

Tilehorizontally
ThisarrangesallrunningprogramsonebelowtheotherasshowninFigureAI.I.
Theprogram infocuswillhaveitstitlebarhighlighted.Toswitchtoanother
program,simplyclickitstitlebar.Totilehorizontally:
1.Rightclickthetaskbar
2.Clicktilewindowshorizontally

Fig.A1.1:Tilinghorizontally

Tilevertically
Applicationscanbearrangeddownthescreenbesideeachotherasshown
inFigureAI.2.Totilevertically:
1.Rightclickthetaskbar
2.Clicktilewindowsvertically
Undoingtile
Youcanundotilingbyrightclickingthefromtheshortcutmenu.
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thenclick

Cascading
Eachwindowisplacedontopoftheotherwiththeactiveprogrambeing
foremostasshowninFigureA1.3.Tocascade:
1.Rightclickthetaskbar.
2.Clickcascadewindows

UndoingCascade
Youcanundocascadebyrightclickingthetaskbar,thenclickundocascadefrom
theshortcutmenu.

CustomisingcommonfeaturesinWindows98

Customisingthedesktop
Windowsletstheuserchangedesktopappearanceanddisplay.

Tocustomisethedesktop,rightclickthedesktoptodisplaypropertiesdialog
boxasshowninFigureA.1.4andmaketheappropriatechangesbyclickingeach
tab.

Thebackground
Tosetthebackground
1.Clickthebackground tab
2.InWallpaperlist,selectawallpaperpattern.
3.Clickontile tocoverentirescreenwithsmallwallpaperimagesorstretch
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tofillthewallpaperwithonelargeimageorcentertoletthewallpaperoccupy
onlythecentreofthedesktop.
4.Clickapplytoseethechangesbeforeyouclosethedialogbox,
5.Clickoktoeffectthechangesandclosethedialogbox.

Settingthescreensaver
Ifthescreensaverisset,itstartsplayingonthescreenifthecomputerisleft
idleforasetperiodoftime.

Tosetascreensaver:

1.Clickthescreensavertab
2.Selectascreensaverstylefromthescreensaverlist
3.clickapplytoseethechangesbeforeyouclosethedialogbox,
4.clickoktoeffectthechangesandclosethedialogbox.

NB:Toclearthescreensaverpressthemousebuttonoranykeyboardkey.

Changingthescreenappearance
ThiswillchangetheappearanceofWindowsitemssuchasiconsize,border
colours,highlightsetc.

Tochangethescreenappearance:

1.Clicktheappearancetab

2.Fromtheschemeslistbox,selectthecolorschemesuchasrose,storm,
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Windowsstandardetc.
3.Fromtheitemslistbox,selecttheitemthattheschemewillapplytoi.e.icon,
desktop,menubarsetc.
4.Clickapplytoseethechangesbeforeyouclosethedialogbox,
5.Clickoktoeffectthechangesandclosethedialogbox.

SetWindowsitemseffects
WithWindows98,theusercanchangeicontypeaswellasvisualeffectsof
mostofitemssuchsizeoficons,animatewindows,andmenusamongothers.To
setWindowseffects:

Web
WithWindows98youcancustomisethedesktopbyintegratingtheWeb
featuresonit.YoucanalsoturntheWebelementsintodesktopelementsand
updatethematanytime,thisisdoneby:
1.Clickthewebtabtoapplywebeffectsonthedesktop.

2.Checkviewmyactivedesktopasaweb

3.Clickapplytoseethechangesbeforeyouclosethedialogbox.
4.Clickoktoeffectthechangesandclosethedialogbox.

Settingdisplaycoloursandresolution
Theclarityofanobjectdependsoncolorintensityandresolutionofthedisplay
unit.

Tochangecolorandresolutionsettings
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1.ClicktheSettingstab.
2.Fromcolourslistbox,selectthecalibration e.g.256colours.

3.Usetheslidebuttontoadjustthescreenresolutionse.g.800x600pixels.
4.Clickapplytoseethechangesbeforeyouclosethedialogbox.
5.Clicko.K.toeffectthechangesandclosethedialogbox.

Settingdateandtime
Tosetdateandtime:
1.Clickthestartbutton,pointtosettingsthenclickcontrolpanelalternatively
doubleclicktheClockonthesystemtray.
2.Inthecontrolpanel,double-clickdate/time icon.
3.Adjustdateandtimeaccordingly.

Mousesettings
Tochangethedefaultmousebutton,doubleclickspeedandthepointer
appearancetosetamouse:
1.Clickthe,Startbutton,pointtoSettingsthen;controlpanel.
2.Inthecontrolpanel,doubleclickthemouseicon.
3.Changethemousepropertiestheclickok.

APPENDIXIII

WindowsXpdesktopfeature
Theyresomeslightchangesonhowsomeiconsappearandtheirlabelingonthe
desktopasshowntoenhancesecurity,theuserhastologonbypressingCtrl+
Alt+Delkeysinordertousethecomputerresources.
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Thestartmenu
ThestartmenulayoutisslightlydifferentfromthatofWindows95,98andMe.
Thestartbuttondisplaysapanedividedintotwo.Thecontrolpanelhas
replacedthesettingsmenuwhiletheshutdownandlogoffcommandscanbe
accessedonthestartmenuasshowninFigureA3.2

Changingdesktopproperties
Tochangedesktopproperties:
1.Rightclickablankareaonthedesktop.
2.Fromtheshortcutmenu,clickpropertiestodisplaythedesktopproperties
dialogasshowninFigureA3.3.
3.Tochangeaproperty,selectatabassociatedtothepropertythenmakethe
necessarychanges.Forexampletochangethedesktop'background,selectthe
desktoptabasshownandchooseabackground.

Shuttingdownthecomputer
Simplyclickthestartbuttontodisplaytheshutdowndialogboxsimilartothe
oneshowninFigureA3.4.AswithWindowsMe,inXPonecannotalsorestartin
MSDOSmode.NewcommandssuchaslogoffAdministratorandHibernate
havebeenintroduced.

APPENDIXIV

Glossary

Accesstime:Thelengthoftimeneededtowriteorreaddatafromstorage.
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Applicationpackage:Itisaprogram thatisusedinprocessinguserspecific
needssometimescalledoff-the-shelforcannedprograms.

ArithmeticandLogicUnit(ALU):Apartofthecentralprocessingunitthat
performscomputationsandmakescomparisonsasinstructed.

Artificialintelligence(AI):Afieldofcomputertechnologyinwhichresearchers
andelectronicproductdevelopersconcentrateondevelopingcomputersthat
imitateshumanintelligence.

Bits(binarydigits):Sincedigitalcomputersandcomputeraccessoriescircuitry
representdataasapatternofonandoffstateofelectriccurrent,abitisa1or
a0usedtorepresentthetwostatesrespectively.

Byte:Agroupofbitsusedtostoreasinglecharacter.Abyteusuallyconsistsof
sevenoreightbits,whichthecomputerhandlesasaunit.

Centralprocessingunit(CPU):Thisisthebrainofacomputer,whichapartfrom
performingprocessingtasks;itcontrolsallotheractivitiesofacomputersystem.

Computerhardware:Thephysicalcomputerequipmentonecanseeandtouch.
Suchequipmentincludesthesystem unit,inputdevices,storagedevicesand
outputdevices.

Computerprogram:Asetofinstructionsthatdirectthecomputerwhattasksto
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performandhowtoperformit.Theseinstructionsarespeciallywrittenusinga
computerprogramminglanguage.

Computersoftware:Seecomputerprogram

Computersystem:Acomputersystemrefersnotonlytothephysicallyattached
devicestothecomputerbutalsotosoftwareandtheuser.
Controlunit:ThepartoftheCPUthatinterpretstheinstructionsandcontrols
alltheoperationsinacomputersystem.Thecontrolunitmonitorsontheinput,
storage,thearithmeticandlogicoperations,andtheoutputoperationstohave
theinstructionscarriedout.

Data:Thisaretherawfactsrepresentedbynumeric,alphabeticcharactersand
specialsymbolsthatareprocessedintoinformationbythecomputer.

Dataprocessing:Thevariedactivitiesperformedtoconvertdataintouseful
information.

Desktop publishing:The process ofdesigning and creating professional
documentssuchasbooks,magazines,brochuresandcardsusingspecialised
softwaresuchasPageMaker,whichinstructsthecomputertosize,insert,
graphicsaswellasprintadocument.

Directaccess:Theabilitytogodirectlytothestoragelocationfortheparticular
datarequiredforprocessing,withouthavingtosearchthroughalltherecords
fromthebeginningofthefile.
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Drive:Devicesusedtoreadand/orwrite(store)dataonastoragemedia.

Electronicmail(e-mail):Atypeofmailsystem thatusescomputersandthe
telecommunicationfacilitiestotransmitmessages.Messagesmaybeintheform
ofletters,memos,reports,orgraphicdisplays.

Electronicspreadsheet:Computersoftwarethathasrowsandcolumnsusedfor
doinganumberofcalculationsandforecastingfuturetrends.

Floppydisk:Afloppydiskorsimplyadisketteismadeupofasmallflexibledisk
coatedwithironoxide.Thisdiskiscoveredwithaplasticprotectivecase.Itis
portablethusmakingitthemostcommontypeofstoragedeviceusedwith
microcomputers.

Hardcopy:Hardcopyreferstothetangibleoutputproducedmostlyonapiece
ofpaperbydevicessuchasprintersandplotters.

Harddisk:AlsoreferredtoasaharddriveoraWinchesterdisk,isasealedunit
inwhichareshiny,metallicdiskplattersandread/writeheadsthatreadsand
recordsdataonthedisks.

Informationprocessingcycle:Thefullsetofoperationsthattakeplace,from
collectionofinputdatatotheavailabilityofoutput(information).

Input:Acollectionofrawdataatthestartofinformationprocessingcycle.
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Input/output(I/O)devices:Devicesusedforenteringdatatobeprocessedand
forreportingtheresultsofprocessing.

Integratedcircuits:Thousandsofsmallcircuitsetchedonasiliconchip.Asthese
circuitsaremade moreand morecompact,theyare called LargeScale
Integrated(LSI)andVeryLargeScaleintegrated(VLSI)circuits.

Menu:Aprogramslistofuserchoicesorpossibleactionsusuallyshownonthe
screen.Choicesareusuallyexpressedinsimplelanguagestatementsforeaseof
use.

Microcomputer:Thenamegiventoasmall,lowcostcomputersystem witha
microprocessorasitsbrain.Amicrocomputercanperform input,processing,
storageandretrieval,andoutputoperationsrapidly,accurately,automatically,
andeconomicallydespiteitsrelativelysmallphysicalsize.

Microprocessor:Acompletecentralprocessingunitofacomputerplacedona
singleLarge-ScaleIntegrated(LSI)circuitschip.

Minicomputer:A computerhavingasmallercapacityforbothprimaryand
secondarystoragethanmediumsizeandlargesizemainframecomputers.

Networks:Communicationsystemsthatconnectcomputers,terminals,and
otherelectronicofficeequipmentforthepurposeofefficientcommunication
andsharingofresources.



mariamkerubo2020@gmail.com

Formorehighschoolnotes,FORM1-4ALLSUBJECTS,
setbooks,guidebooks,CPA,CIFA,IT,ICT&other

E-materials
WhatsApp0746711892

Operatingsystem:Thisisacomplexprogramthatisresponsibleforcontrolling
processingoperationsinacomputersystem.Ithandlesinput,output,storage
andrunningofotheruserprograms.ExamplesofcommonOperatingSystems
areMicrosoftWindows95/9812000/XP,UNIXandLinux,AppleMacOSetc.
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Opticaldisk:Thesearedisksonwhichdataisrecordedusingalaserbeam (a
verystrongconcentratedlight).Thebeambumsthethinshinyreflectivesurface
torecorddata.

Output:Usefulinformationavailableattheendoftheinformationprocessing
cycle.

Plotter:Onetypeofgraphicsprinterusedtoprovidehardcopyofgraphical
output.Theoutputappearsinsuchformsasmulticoloredcharts,graphs,
diagramsandmaps.

Random-AccessMemory(RAM):Atypeofmainmemorythatholdsdataand
informationtemporarilybeforeandafterprocessing.Itiscalledrandomaccess
memorybecausethedatacontainedineachstorageaddresscanbedirectly
retrievedwithoutregardforthesequenceinwhichitwas,stored.

Read-OnlyMemory(ROM):Theothertypeofmainmemorywithdataor
instructionspermanentlyorsemipermanentlyrecordedinit.Thismeansthatno
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newdatacanbetransferredintoROMduringprocessing.ROMisusedtostore
programinstructionsthatthecomputeralwaysneedstooperate.'

Robotics:Theuseofrobotscontrolledbycomputertoperformworkordinarily
donebyhumanbeings.Robotsusuallyhavecomputercontrolledarmsanda
controlcameraplacedinsidethatenablesitrecognisedifferentobjects.

Scanner:Aninputdevicethatcapturesdatafromsourcedocumentsandobjects.

Semiconductor:Anelectroniccomponentconsistingofsmallchipsofsiliconon
whichintegratedandsupportcircuitsareetched.Itisusedfordeveloping
microprocessors,primaryandotherelectroniccomponents.

Storage:Thestoringofdataandinformationforfutureus.Thelengthoftime
thedataisstoredcanvaryfromlessthanasecondtomonthsorevenyears.

Supercomputer:The largest,fast,and mostexpensive type ofcomputer
available.They can perform hundreds ofmillions ofcomplex scientific
calculationsinasecond.

Utility program:A collection ofinstructionsdesigned to make common
processingoperationsrunsmoothly.

Volatilememory:Theterm appliedtosemi-conductormemorybecauseits
contentislostwhentheelectriccurrentisturnedoff.Thecontentmustbe
storedonanauxiliarystorageifitistobeusedagain.



mariamkerubo2020@gmail.com

Formorehighschoolnotes,FORM1-4ALLSUBJECTS,
setbooks,guidebooks,CPA,CIFA,IT,ICT&other

E-materials
WhatsApp0746711892

Wordprocessing:Theprocessingoftextualdatatoproducedocumentssuchas
letters,reports,manuals,catalogs,newspapers,magazines,booksorother
documents.

FORMTWONOTES

WORDPROCESSORS

Chapteroutline

1.1Definitionofwordprocessor.
1.2Purposeofwordprocessing.
1.3Usingawordprocessingpackage(Microsoftword).
1.4Editingandformattingadocument.
1.5Creatingandeditingatable.

1.6Mailmergedocument.
1.7Insertinggraphics.
1.8Printingadocument.
Definitionofawordprocessor

Whatisawordprocessor?
Awordprocessorisanapplicationsoftwarethatenablesapersontocreate,
save,edit,formatandprinttextdocuments.Wordprocessingistheactofusing
awordprocessor.
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Examplesofwordprocessors
Examplesofwordprocessorsinclude,MicrosoftWord,CorelWordPerfect,
WordStar,LotusWordProandmanyothers.
Awordprocessorhasanumberofadvantagesoverhetypewriterthatinclude:

1.A documentcan bestoredin thecomputerforfuturereferencein
computerfilesthatdonotoccupyphysicalspaceliketheoneonpaper.
Thiscreatesapaperlessdocument-processingenvironment.

2.Typingusingawordprocessoriseasierandmoreefficientbecausesome
actionsareautomated.Forexample,word-wrapfeatureautomatically
takesthecursortothebeginningofthenextlineonceyoureachtheend
ofthe current.Anotherautomaticfeaturescommon in mostword
processorsisautomaticinsertionofanewpageafterreachingtheendof
thecurrentpage.

3.Mostwordprocessorshavespecialeditingtoolssuchasspelling and
grammarcheckersandthesaurusthathelptheusertoeasilyCorrect
grammarandspellingmistakes.Athesaurushelpstofindawordorphrase
withsimilarmeanings.

4.Withinsertandtypeovermodesavailableinmostwordprocessors,one
caneasilyinsertorreplaceawordoraphrasewithoutaffectingthe
structureandneatnessofthedocument.

5.Wordprocessorshavesuperiordocumentformattingfeatures.Formatting
referstotheartofmakingthedocumentmoreattractiveandappealingto
the eye.Such features include,underlining,boldfacing,italicization,
applyingdifferentcolorsetc.
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6.Whileatypewritermayrequirethatweretypetheentiredocumentwhen
wewantmanycopies,withawordprocessor,printingletsyouproduceas
manycopiespersessionasneeded.

7.Usingthecut,copyandpastecommands,youcanincorporateothertext
withouthavingtoretypeit.

Basicwordprocessingfeaturesandconcepts

1.Theyallowtheusertocreateafile,saveitandopenitagainandagainfor
reuse,editingorformatting.

2.TheyhavealmostsimilardocumentwindowswiththefollowingFeatures:
(a)Mostaredesignedtolooklikeapieceofpaperwithafew
(b)Mostofthescreenisblankbeforetypingoftext.
(c)Thereisacursor,whichblinksatthepositionwhereyoucanBeginentering
text.
(d)Thereisastatusbarorlinethatprovidestheuserwithcurrentstatus
informationsuchassavingoperation,thenameofthefileinuse,thecurrent
page,thecurrentimaginaryhorizontal-lineandcolumncursorposition.
(e)Wordwrap:Thefeaturethatautomaticallymovesawordorcursortothe
beginningofthenextlineifitdoesnotfitattheendofthecurrentline.
(g)Scrolling:Thisistheverticalmovementoftextdocumentonthescreen.We
canscrollthroughatextdocumentusingtheupordonarrowkeys,pageupand
pagedownkeysandalsousing,amouseinwindowsbasedwordprocessors.
(h)Help:Sometimeswegetlost,confusedorneedmoreinformationonhowto
useanapplication.Helpcontainsinstruction,tips,pointers,explanationsand
guidance.YoucangethelpbyeitherpressingF1onthekeyboardorclicking
Helpfromthemenu.
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(i)EditingModes:Wordprocessorshavetwoeditingmodes,insertandtype
overmode.Ininsertmode,everycharactertypedbetweenwords,linesor
charactersisplacedatthecursorposition.Thispushesallthetextinfrontof
thecursorawaywithoutdeletingit.Howeverintypeovermodeeverycharacter
typeddeleteswhatwastherebeforeandreplacesitwithnewtextatthecursor
position.

3.Nearlyallwordprocessorshaveaspellingchecker,thesaurus(Dictionaryof
synonyms)andgrammarchecker.

4.Theyprovidefortheuseofheadersandfooters,indexing,footnotesand
references,typefaces(fonts)andcharacterset.

5.Mostwordprocessorshaveabilitytocreateandimporttables,textand
graphicsfromotherprograms.
Mostly,wordprocessorsareusedforwritingletters,reports,projects,books,
essays,memoscurriculumvitaeetc.
FactorstoconsiderwhenchoosingawordprocessorThechoiceofaword
processordependon:

1.Thetypeofoperatingsystem.Forexample,mostmicrocomputersare
currentlyrunningonWindowsbasedoperatingsystem suchasMicrosoft
Windows.Thismeansthatyoushouldconsideracquiringagraphicaluser
interfacebasedWordProcessor,
2.Itsuser-friendliness,i.e.easeofuse.
3.Itsformattingandeditingfeatures.Theyshouldbegoodandvaried.

UsingawordprocessingpackageMicrosoftWord
.
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MicrosoftWordisoneofthecomponentsofMicrosoftOffice.MicrosoftOffice
isintegratedsoftwarewithanumberofinterrelatedprograms.Theprograms
includeMicrosoftWord,aspreadsheetcalledMicrosoftExcel,andadatabase
managementsystem calledMicrosoftAccess,communicationsoftwarecalled
MicrosoftOutlook,andapresentationpackagecalledMicrosoftPowerPoint
amongothers.
AlthoughthereareseveralversionsofMicrosoftWord,themostcommonare
Word97,Word2000,WordXPandWord2003.TheseversionsofMicrosoft
WordarefoundinMicrosoftOffice97,2000,XPand2003suitesrespectively.
StartingMicrosoftWord

ThereareanumberofwaysyoucanstartMicrosoftWord.Howeverthe
Simplestisbyusingprogramsstartmenu.

StartingMicrosoftWordfromthestartmenu
1.Clickthestartbutton.
2.Pointtoprograms/allprogramsifyouareusingWindowsXP
3.Clickfromtheprogramsmenu
MicrosoftWordscreenlayout
OnceyoustartMicrosoftWord,itprovidesyouwithablankdocumentwindow
referredtoasthenewdocumenttemplatewhereyoucancreateyourdocument.
HoweveryoumayneedtouseotherspecialisedtemplatessuchasFaxesand
letters,MemosandWebpage.How?ClickFilethenselectNewfromthemenu.
TheNewdialogboxinFigure1.3thatappearsenablesapersontoselecta
templatebyactivatingtemplatestabthendoubleclickingitsicon.

WithWindowsmultitaskingcapability,youcanhavemorethanonedocument
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window atthesametimesharingoneapplicationwindow.However,each
documentwindowwillhaveitsowntitlebarbutbothwillshareotherfacilities
likethemenubaroftheapplicationwindow.
Howeveronlyonedocumentwindowwillbevisibleonthedesktopatatime
whileothersremainsminimizedorcovered.Thiswindowisreferredtoasthe
activedocumentwindow.Toswitchbetweendocumentwindows,clicktheir
buttonsonthetaskbar.

Partsofawindow

Titlebar
Atitlebarismostlyabluestripatthetopofthewindowthatdisplaysthetitle
ofthecurrentlyrunningapplicationortask.Howeveritispossibletochangethe
colorofthetitlebarusingthedisplayproperties.

Thetitlebaralsoenablestheusertomovethewindowaroundthedesktop.This
ispossiblebypointingtoitthendraggingusingthemouse.

Ontherightofthetitlebararethreetinybuttonscalledminimize,restore/
maximizeandtheclosebuttons.

Theminimizebuttonreducesawindowtobecomeabuttononthetaskbar.

Therestore/maximizebuttonstretchesthewindowtocovertheentiredesktop
orrestoreittoitsoriginalsizerespectively.

Theclosebuttonisusedtocloseandexitawindow.
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Menubar
Providesadropdownlistofcommandsthatonecanusetoperformatask.
ExamplesareFile,Exit,WindowandHelp.Figure1.4showstheFiledropdown
menu.
Too/bars
Thesearerowsofbuttonsoriconsthatrepresentcommands.Thecommand
buttonsareshortcutstothesamecommandsyoucanaccessfromthemenubar.
TherearevarioustoolbarsavailableinMicrosoftWordbutthemostcommon
aretheStandardandFormattingtoolbars(Figure1.5and1.6)
Toseewhatothercommandsare,justpointtotheicononthetoolbaranda
texttipwillbedisplayedshowingthefunctionoftheicon.
Mostofthesecommandswillbediscussedlater.
Hidinganddisplayingthetoolbars
1.ClicktheViewmenuoption.
2.PositionthepointeronToolbars.
3.Clickthetypeoftoolbarrequiredtoselectit.

SelectedtoolbarshaveticksorcheckmarksnexttothemasshowninFigure1.7.
Rulers
MicrosoftWordprovidestheuserwithverticalandhorizontalonscreenrulers
thathelpstheuserpositiontextorobjectsintherightposition.

Iftherulerisnotvisibleonthescreen,thendisplayitusingthefollowing
procedure.
1.ClicktheViewmenuoption.

2.Onthedropdownmenuthatappears,clickRuler.Acheckmarkortickwill
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appearnexttoitshowingthattherulerisdisplayedonthescreen.

Workarea
Thisistheworkingareawhereyoucanentertextorgraphicalobjects.All
windowsbasedapplicationprogramsprovidetheuserwithauniqueworking
areasuitedtothatparticularapplication.

Statusbar
Thisisan interactivestrip atthebottom ofthescreen thatactsasa
communicationlinkbetweentheuserandtheprogram.Itdisplaysinteractive
activitieslikesaving,opening,backgroundprinting,cursorpositionetc.
Scrollbars/button_andscrollarrows
Scrollbarsorbuttonsarehorizontalandverticalbarsonthebordersofa
windowthattheuserdragstoscrollupward,downwards,totherightorleftofa
document.Scrollarrowsarearrowsattheendofthescrollbarsthattheuser
clicksinsteadofdraggingthescrollbutton.Usingscrollbarsorarrowsis
equivalenttousingthearrowkeysonthekeyboard

Runningtheprogram

Creatingadocument
Whenyoustartanewdocument,youwillseeablinkingverticalbarcalledan
insertionpointer.Youcanmoveyourinsertionpointerbyusingthearrowkeys
orthemouse.

IncaseyouareinMicrosoftWordandyouwanttocreateanothernew
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document,youshouldproceedasfollows:
1.ClicktheFilemenu,

2.Choosenew,fromtheresultingdialogbox,clickBlankDocumentOrselect
templatebyclickinganytemplate'stab
3.ClicktheOKbutton.

Savinganewdocument
1.Fromthefilemenu,clicksaveorSaveAsorsimplyclickthesaveButtonon
theStandardtoolbar.Thedifferencebetweensaveandsaveasisthatalthough
bothgivethesaveasdialogboxwhensavingforthefirsttime,Saveallowsthe
usertosavedocumentwithouttheopportunitytochangethefilenameorthe
location.Figure1.9belowshowsasaveasdialogbox.
2.Inthefilenamebox,typeauniquenameforthedocument
3.Selectathelocationordriveyouwanttosavein,byclickingthedownarrow
ontherightofsaveinlistbox,
4.TosavethefileinadifferentformatortypesuchasWord6.0,Wordfor
Macintoshetc.clickthedownarrowontherightofSaveastypelistboxand
chooseafiletype.
5.Clickthesavebutton.ThefilewillautomaticallybesavedasaMicrosoftWord
document.
Openinganexistingdocument
1.Fromthefilemenu,clickOpencommandorontheStandardtoolbar,clickthe
Openbutton.AlternativelypressCtrl+0keycombinationonthekeyboard.The
Opendialogboxshownappears.
2.Selectadriveorfolderwherethefileissaved.

3.Inthefilenamebox,typeorselectthenameofthedocumentyouwantto
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open.
4.Clicktheopenbutton
Toopenadocumentcreatedinanotherprogram,clickthefileformatyouwant
inthefilesoftypebox,andthendoubleclickthedocumentnameinthefolder
list.Youcanalsousewildcardsinthefilenameboxforexample,type*.
DocumenttofindMicrosoftWordfiles.

NB:MicrosoftWordkeepsalistofshortcutlinkstorecentlyusedfilesonthe
filedropdownmenu.Ifthelistofrecentlyuseddocumentsisnotdisplayed,you
canconfigureMicrosoftWordtobedisplayingthembydoingthefollowing:

1.ClicktheToolsthenOptionscommand.ThisdisplaystheoptionsDialogbox.
2.Onthegeneraltab,selecttherecentlyusedfilelistcheckboxasShownin
Figure1.11.

Protectingadocumentwithapassword
A passwordisacombinationofcharactersthatpreventsotherusersfrom
opening and changing adocumentwithoutpermission.Ifadocumentis
protectedbyapassword,onlythepersonwhoknowsthepasswordcanopenthe
documentoreditit.

Tosaveadocumentwithapassword
1.Createoropenthedocumentyouwanttoprotect
2.Fromthefilemenu,chooseSaveAs.
3.ClickthedownarrowontheToolsbuttoninthesaveasdialogbox
4.ClickGeneraloptions.
5.Typeinapasswordinthepasswordtoopen.Thispromptstheusertoenter
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passwordwhenopeningadocument.
6.Typeinapasswordinthepasswordtomodify.Thispreventstheuserfrom
makingchangestoadocumentunlesstheuserentersthecorrectpassword.
7.FinallyclickOK.

Closingadocument
Closingadocumentmeansunloadingthecurrentactivedocumentfrommemory
sothattheusercancreateoropenanotherwithoutnecessarilyexitingfrom
Word.
Tocloseadocument:
1.ClicktheFilemenu.
2.ChooseClose.

ExitingfromWord
1.ToexitfromWord,makesureallopendocumentsaresaved.
2.ClickFilemenu,
3.ClickExitcommand.

NB:YoucanexitfromMicrosoftWordbypressingAlt+F4keysorbydouble
clickingtheapplicationiconattheleftmostcomerofthetitlebar.Ifyouhave
notsavedanyoftheopendocuments,MicrosoftWordpromptsyoutosavethe
documentfirst.

1.4
Editingandformattingadocument
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Editing
Editingreferstomakingnecessarychangestoanexistingdocument.Apartfrom
manualediting using delete,insert and overtype/overwrite commands,
MicrosoftWordprovidestheuserwithinbuilttoolssuchasthespellingand
grammarchecker,thesaurus,undoandre-do,findandreplaceetc.

Blockoperations

Selecting(highlighting)ablockoftext
Thepurposeofselectingtextistoenabletheuserperformanumberofediting
orformattingoperationsontheselectedblockoftext.MicrosoftWordpresents
theuserwithanumberofwaysforselectingablockoftext.Youcaneither
selectablockoftextusingthemouseorkeyboard.

Selectingwithamouse
1.Toselectaword,placetheinsertionpointeronthewordthen,doubleClickit.
2.Toselectasentence,positionsthemousepointerattheleftmarginuntilit

changestoarightarrow,andthenclickonce.
3.Toselectaparagraph,placethepointeratthebeginningorendofthe

paragraph.NoticethatthepointerchangestoI-beam.NowdragtheI-beam
overthetexttobeselectedandreleasethemousebuttonattheendofthetext
youwishtoworkon.

Selectingwiththekeyboard
1.Toselectoneword,movetheinsertionpointertothebeginningorEndof

thewordthenpressShift+Ctrl+Rightorleftarrow.
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2.Toselectoneline,pressShift+UporShift+Downarrowkey.Alternatively,
movetheinsertionpointtotheendorbeginningofThelinethenpress
Shift+Homeorendkeysrespectively.
3.Toselectanentirepage;pressShift+PageDownorShift+PageUp.4.To
selecttheentiredocument,pressCtrl+Aorplacethecursoratthebeginning
ofthedocumentthenpressShift+Ctrl+End.

Deletingtext
1.Todeleteacharacterorawordfromtherighttotheleft,placetheinsertion
pointerontherightofthewordthenpressthebackspacekey.
2.Todeleteacharactertotherightofthecursorposition,placethe
InsertionpointerontheleftofthewordthenpresstheDeletekey.

Todeleteablockoftext
1.Highlightthetexttobedeleted.
2.PresstheDeletekey.

Restoringdeletedtext
Torestoretextthathasjustbeendeletedinthecurrentwordprocessing
session:clicktheEditmenu,thentheUndocommand

Copyingandmovingtextandobjects
Copyingmeanscreatingaduplicateoftextoranobjectwhilemovingmeans
changingthepositionoftextoranobjectinadocument.InMicrosoftWord,you
cancopyormoveablockoftext.
Tocopyablockoftext:
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1.Highlightthetext,

2.ClickEdit,thenCopyorsimplyclicktheCopybuttononthestandardToolbar.
3.Positiontheinsertionpointerwhereyouwanttocopythetext,
4.ClickEditthenPasteorsimplyclickthePastebuttononthestandardtoolbar.

NB:Tousethekeyboardshortcutkeys,pressCtrl+Ctocopy,thenCtrl+Vto
paste

Tomovetextandobjects
1.Highlightthetext,
2.ClickEdit,thenCutorsimplyclicktheCutbutton(whoseiconisaPairof

scissors)fromthestandardtoolbar.
3.Positiontheinsertionpointerwhereyouwantthetexttobeplaced,
4.ClickEditthenPasteorclickthePastebuttononthestandardtoolbar.

NB:Tousethekeyboardshortcutkeys,pressCtrl+Xtocut,thenCtrl+Vto
paste
Typingmodes
Therearetwotypingmodesinawordprocessorthatassisttheuserintypingor
editingtextdocuments.Theseare:

1.Insertmode.

2.Overtype/typeovermode.

Insertmode
Thisisthedefaultmodeinmostwordprocessors.Inthiscasewhentextis
insertedbetweenwordsorcharactersitpushestheexistingtextawaywithout
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replacingit.

Typeovermode.
Inthiscase,whentextistypedbetweenexistingwordsorcharacters,thenew
textautomaticallyreplacestheexistingtextbydeletingit.Toswitchbetween
typeoverandinsertmode,simplypresstheinsertkeyonthekeyboardordouble
clicktheOVRlabelonthestatusbar.

Findandreplace
Whenyouneedtosearchforawordorphraseinalargedocument,usetheFind
command.Incaseyouwishtoreplaceawordorphrase,usetheReplaceoption.

Find
1.ClickEditmenu,thenclickFindcommand.Thefinddialogboxappears.
2.TypethetextorphraseyouwanttosearchforthenclickFindNext
3.Step2canberepeatedifyouwishtofindotheroccurrencesofthesame

wordorphrase.ClickOKwhenamessageappearstellingyouthat
MicrosoftWordhasfinishedsearchingthedocument.ClickCanceltoclose
thedialogbox.

NB:YoucanusethekeyboardshortcutCtrl+Ftofind.Somesearchoptions:

Youcanspecifysearchoptionsbyclickingthemorebuttonstodisplaythem.
Theyinclude:

1.Matchcase:Thisidentifiesonlytextthatmatchesincasewiththatinthe
findwhatboxe.g.itwillnotfindthewordDEENifyoutypeddeenand



mariamkerubo2020@gmail.com

Formorehighschoolnotes,FORM1-4ALLSUBJECTS,
setbooks,guidebooks,CPA,CIFA,IT,ICT&other

E-materials
WhatsApp0746711892

selectedthematchcaseoption.
2.WholeWord:Searchesforawordorphrasethatiswhole.Ifitispartof

anotherworditwillnotbefound,e.g.thewordeverwillnotbefoundin
wordslikehowever,wheneveretc.duringthesearch.

3.Usewildcards:Wildcardsarespecialsymbolssuchas*and?Thatareused
torepresentasetofwordswithcertaincharactersincommone.g.names
likeJeff,Joe,JanecanberepresentedusingawildcardasJ*whichmeans
allnamesstartingwithJ.

4.Like:Searchesforwords,whicharesimilarinpronunciatione.g., fareand
fair.

Replacecommand
ClickEditmenuthenReplacecommand.Thedialogboxappears.

TypethenameyouwanttoreplaceintheFindwhatboxandtheonethatwill
replaceitintheReplacewithbox.ClicktheFindnextbuttontofindthenext
occurrenceofthewordthenclickReplacebuttontoreplaceit.Toreplaceallthe
occurrencesofthewordinthedocumentatonce,clicktheReplaceallbutton.
Proofreading
Proofreadingreferstocheckingwhetherthedocumenthastypographicalor
grammarerrors.MicrosoftWordhastoolsforproofreadinge.g.spellingand
grammarchecker,Thesaurus,AutocompleteandAutocorrect.

Spellingandgrammarchecker
Thespellingandgrammarcheckerisaninbuilttoolthathelpstheuserto
correctspellingerrorsandincorrectgrammarstructures.However,thechecker
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canonlyrecogniseerrorsofthosewordswhosecorrectspellingisinits
dictionaries.Acorrectlyspeltwordusedwronglycannotbedetectedhencethe
documentshouldbeproofreadjustbeforeandafterprinting.Tocheckthe
accuracyofspellingandgrammar:

1.ClickToolsmenuoption.

2.ClickSpellingandgrammaronthedropdownmenu.Thespelling
AndgrammarcheckerdialogboxappearsasshowninFigure1.14.
Wordsthatdonotmatchinthecustomdictionaryarehighlightedforcorrection.
Thelowerplaneofthedialogboxsuggeststotheuserwithalistofsuggested
correctwords.
3.Eitherchooseoneofthefollowingbuttons:
(a)Changetocorrectonlythehighlightedincorrectword.
(b)Changealltocorrectalltheoccurrencesofthemisspelledword.

(c)Ignoretoretainthehighlightedandcontinue.Forexample,althoughaword
likejembemaynotbeinthecustomdictionary,intheKenyancontext,theword
isacceptablethereforeifhighlighted,clickIgnore.

(d)Ignorealltoretainalltheoccurrencesofthesamewordorphraseinthe
documentfromanotherlanguagee.g.aKiswahili
(e)ClickAddtoaddthewordintothecustomdictionary.

Incaseyouwanttoundothechangesmade,clickontheUndobuttonatthe
lowerbottomofthespellingandgrammardialogbox.

NB:Youcanclosethespellingandgrammardialogboxeveniftheprocessisnot
completebychoosingClose.
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Usingthethesaurus
Thisisaneditingtoolthathelpstheuserfindwordsorphraseswithsimilar
meaning(synonyms)oroppositemeaning(antonyms)totheoneselected.

TousetheThesaurus:

1.Selectawordoraphrase.
2.ClickTools,andthenpointtoLanguage.
3.ClickThesaurustoseeFigure1.15displayedonthescreen.
4.Forsynonyms,undertheheadingReplacewithSynonym,choosean
alternativewordphraseyouintendtouseasreplacementfortheselectedtext.
5.Toreplaceawordoraphrasewithanantonym,selectthewordorphrase
withantonymenclosedinbrackets.
6.ClickReplace.

AutocompleteTheautocompletefeaturedisplaysacompletewordwhenthe
usertypesthefirstfewcharactersoftheword.Thisenablestheusertotype
fasterbysimplyacceptingthesuggestedwordifindeedhe/sheintendtotypeit.
Toacceptthesuggestion,simplypresstheEnterkey,andcontinuetypingother
wordorphrases
ThefigureshowsanautotextthatautomaticallycompletesDearsirorMadam
textentries.

Toturnautocompleteon/off
1.ClickInsertmenuandpointtoAutotext.Adropdownlistisdisplayed.

2.ClickAutoText.
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3.SelectorcleartheShowAutoCompletetipforAutoTextanddatesCheckbox

4.TypeinanAutotextintheEnterAutoTextentriesheretextboxthenClick
Add.

5.ClickClose.
Autocorrect
Theautocorrectfeatureautomaticallydetectswronglyspelledorcapitalised
wordsandreplacesthemwiththecorrectword.However,thesettingsofauto
correctareuserdefinede.g.ifapersonkeepsontypingthewordcertainas
certain,settheautocorrectfeaturetoreplacethelaterwiththeformer.Figure
1.18showstheautocorrectfeature.

Toturnautocorrecton/off
1.ClickToolsmenu,thenAutoCorrect.

2.Toturnonthespellingcheckercorrections,selecttheReplacetextasyou
typecheckbox,andthenselecttheAutomaticallyusesuggestionsfrom the
spellingcheckercheckbox.

3.Toturnoffthespellingcheckercorrections,clickAutomaticallyuse
suggestionsfromthespellingcheckercheckBoxatthebottomofthedialogbox
4.ClickOKtoclosethedialogbox.
Undoandredo
Undo:ItreversesthelastcommandthatwasissuedinOrdertorevertbackto
thepreviousstate.Toundo,clickEditthenUndocommand.

Redo:Itdoesthelastundoneaction.Toredo,clickEdit,thenRedoCommand.

Formattingadocument
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Formattingreferstoapplyingvariousstylesorfeaturestoenhancethe
document'sappearance.Youcanformattext,aparagraphorapage.
Textformatting
Textformattingreferstofeaturessuchaschangingfonts(type,styleandsizeof
characters),changingtextcolor,underlining,boldingItalicisingetc.Youcanuse
eithertheformattingtoolsbarortheFormatmenutounderline,bold,etc.

Toformatexistingtextusingtheformatmenu
1.Highlightthetexttobeformatted
2.FromFormatmenu,clicktheFontcommand.AdialogboxwithallText
formattingfeaturesisdisplayed
3.Tochangefonttypeandsize,wherenecessaryscrolldowntheFontlistbox
thenclickthefontrequired,forexampleVerdanafontstylewouldappearsas
Verdana.Toincreasethefontsize,wherenecessary,scrolldowntheSizelistbox
andselecttherequiredsizee.g.12points(pt).Apointis1/72ofaninchin
height.72pointsi.e.72/72isequivalentto1inchForexample"Verdana"isin
TimesNewRoman16pointsand"Verdana"isinVerdana16points.
4.Boldingtext:Boldingmakestheselectedtextappeardarkerthantherestof
thetext.Toboldtext:

(a) Activatethefontdialogbox.
(b) Fromthefontdialogbox,selectBold.

5.Underlinetext:Underliningreferstoplacingalineatthebaseorbottomofa
wordoraphrase.Tounderline:
(a)Activatethefontdialogbox.
(b)ClickthedownarrowattherightofUnderlinestyleandselect.Theunderline
stylerequirede.g.single,double,dashedetc.
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6.Italicisingtext:Toitaliciseistomakethetextslantforward.

(a)Toitaliciseactivatethefontdialogbox.

(b)ClickItalic.
7.Changingthefontcolor:Inmostcases,thefontdefaultcolorisblack.
Howeveryoucanchangethefontcolorforexampletored,green,blueetc.To
changethefontcolor,
(a)Activatethefontdialogbox

(b)Clickthedownarrowattherightoffontcolorlistboxand
Selectthecolorofyourchoice.

Usingformattingtoolbar
Asmentionedearlier,theformattingtoolbarletstheusereasilyformattextby
clickingtherequiredformatbutton.Toformatsometext,highlightitfirstthen
clickacommandonthetoolbar.
Forexampletoboldtext,highlightitthenclickthenboldingcommand(B)on
theformattingtoolbar.

Paragraphformatting

Textalignment
Textalignmentreferstohowtextislineduponthepagerelativetotheleft,
rightorcenterofthepage.Therearefourwaysinwhichtextcanbealigned
namelyleftaligned,centered,rightalignedandjustified.

Leftalignment
LinesoftextarelinedupevenlyalongtheleftmarginbutunevenlyatTheright
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margin.Thisisthedefaultalignment.Toalignleft,

1.Highlightyourtext.
2.Simplyclicktheleftalignmentbutton.Alternativelyclickformat,Paragraph.
AndselectleftfromthealignmentlistboxasshowninFigure1.20.
3.ClickOK.Toapplythechoice.

Rightalignment
Thisisoppositeofleftalignment.Linesoftextarelinedupevenlyalongthe
rightmarginbutunevenlyattheleftmargin.Toalignright,

1.Highlightyourtext
2.Simplyclicktherightalignmentbutton.AlternativelyclickFormat,Paragraph.
selectRigl1tfromalignmentlistbox,thenclickOK..
Centeralignment
Thelinesoftextarecenteredunevenlybetweentheleftandrightmargins.

Tocentertext,

1.Highlightyourtext,
2.SimplyclicktheCenter,button.Alternativelyclickformat,paragraph,

Selectcenteredfromalignmentlistbox,thenclickOK.
Justification
Linesoftextarearrangedevenlyalongtheleftandrightmargin.
Tojustifytext,
1.Highlightyourtext

2.SimplyclicktheJustifyalignmentbutton.AlternativelyclickFormat,
Paragraph,selectJustifyfromAlignmentlistbox,thenclickOK.
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Changecase
Whentypingatext,thereareanumberofcasestheusermayintendtoapplyin
ordertocreatecontrastwithinthetext.Theseare:

1.Sentencecase:Allthefirstcharactersinasentenceareinuppercase
(Capitalised).
2.Lowercase:Allcharactersappearinlowercase.
3.Uppercase:Allcharactersappearinuppercase.
4.Titlecase:Allthefirstcharactersofeachwordinasentenceappearin
uppercase.
5.Togglecase:Itchangesuppercasestolowercasesandviceversa.

Figure1.21showsadialogboxforchangecase.

Tochangecaseinanexistingtext;
1.Highlightthetext.
2.Fromtheformatmenu,clickChangecase.
3.Fromchangecasedialogbox,selectthecasetypetobeapplied.
4.ClickOK.
Dropcaps
Therearetimeswhenyouwishtoattractthereader'sattentionbymakingthe
firstcharacterinasentencelarge,takingmorespaceinthenextline.Suchkind
ofacharacterissaidtobe"dropped".
Toapplydropcap;
1.Highlightthefirstcharacterinthesentence

2.FromtheFormatmenu,clickDropCap.Dropcapdialogboxappears
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3.ClickDroppedorInMargin
4.SelectfontincaseyouwishtoapplyacertainfonttothedroppedCap
5.Specifythenumberoflinestodrop.
6.ClickOK
Indentingparagraphs
Indentationreferstomovingthetextawayfromthemargin.Youcanindentthe
firstsentenceinaparagraph(firstline),thewholeparagraph(fullindent)orthe
restofthetextexceptthefirstline(hangingindentations).
Firstlineindent

1.Selecttheparagraphtobeindented
2.Fromtheformatmenuclickparagraph.Paragraphpropertiesdialogbox

appears
3.ClickthedownarrowinthelistboxunderSpecialandselectFirstLine.
4.Specifybyhowfartheparagraphistobeindentedfromthemargin
Inthebytextbox
ClickOKtoapplytheindentandclosethedialogbox.Theparagraphwillbe

indented
NB:Youcanalsoindentthefirstlinebypositioningthecursoratthebeginning
oftheparagraphthenpresstheTabkey.
HangingIndent
1.Selecttheparagraphtobeindented
2.Fromformatmenu,clickParagraph.
3.ClickthedownarrowinthelistboxunderSpecialandselectHanging.4.
SpecifybyhowfartheparagraphistobeindentedfromthemarginIntheby
textbox
5.ClickOKtoapplytheindentandclosethedialogbox.Theparagraphwillbe
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indented
Fullindent
1.Selecttheparagraphtobeindentedorpositionthecursoranywhereinthe
paragraph

2.Fromtheformattingtoolbars,clicktheIncreaseorDecreaseindentButton
Settingtabs
Tabsareusedtoindentthefirstlineofaparagraphorcreatecolumnardata.By
defaultthetabstopissetat0.5ofaninch.Tochangethedefaultsetting:

1.Fromtheformatmenu,clickTabs
2.EnteranewvaluefortabstopintheTabstopPositionbox.
3.Choosethetypeoftabeitherleft,centerorright.
4.IfneedbespecifytheTableaderoption
5.ClicktheSetbuttonthenOK.

Settingtabsusingtheruler
Theeasiestwaytosettabsisbyusingtheruler.Ontheleftcomerofthe
horizontalrulerisatabalignmentbuttonthatletstheuserselectthetypeof
tab.Figure1.28showsvarioustabalignmentbuttons,whileTable1.1givesan
explanationofeachbutton.
Tosetthetabusingtheruler;

1.Clickonthetabbuttontochoosetherequiredtabtype.Noticethatthetab
typekeepsonchangingasyouclickthetabbutton.
2.Setthetabstopbyclickingwhereyouwantittobeontheruler.
3.Dragthetabstop

ButtonName Purpose
Lefttab Textisleftaligned
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Centertab Textiscentered

Bartab
Insertsaverticalline
at
Tabstopandalign
textto
Therightoftheline

. Decimaltab
Textisalignedat
decimal
Character

Righttab Textisrightaligned

Table1.1Examplesoftabs

Lineandcharacterspacing
Linespacingreferstotheverticaldistancebetweenlinesoftext.Thedefaultline
spacingissinglespacing.Thistypeofspacingaccommodatesthecharactersina
textleavingasmallextraspacebetweenlines.Characterspacingontheother
handreferstothespacebetweenthecharactersinthetext.

Tochangelinespacing:
1.Highlightthetext,

2.Fromformatmenu,clickParagraphtodisplaytheparagraphdialogBox.
3.ClickthedownarrowfromtheLineSpacinglistboxandselecttheTypeof
spacingrequirede.g.double,1.5,atleastetc.
4.ClickOKtoeffectthechanges.Tochangecharacterspacing:
1.Highlightthetext
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2.FromFormatmenu,clickFont.
3.ClicktheCharacterSpacingtab
4.Adjustthespacingasrequired
5.ClickOK.
Bulletsandnumbering
Bulletsandnumbersareusedtomarkstepsinaprocedureoritemsinalist.
Toapplybulletsandnumbersinalist:
1.Selectthelist.
2.FromtheFormatmenu,clickBulletsandnumbering.Adialogboxappears.
3.Dooneofthefollowing;
(a)Toapplybullets,clicktheBulletedtab.
(b)ToapplyindependentnumbersclicktheNumberedtab.
(c)Toapplyoutlinednumberedlist,clickOutlineNumbered.Tab
4.ClickOKtoeffectthechangesandclosethedialogbox.

Sectionbreaks
Abreakisusedtoidentifywhereasection,acolumnorapageendsandthe
beginningofnext.Thisallowstheusertoapplymorethanoneparagraphor
pageformatinthesamedocumentespeciallywhenitcomestopagelayout,size,
differentmarginsetc.

Toinsertasectionbreak
1.Positionthetextcursorinthedocumentwherethebreakistobeinserted.
2.ClickInsertthen.Break.
3.FromtheBreakdialogboxselectthetypeofsectionbreaktoinserte.g.
pagebreak.
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4.ClickOK.

Formattingpages
Insertingpagebreaks

Apagebreakidentifiestheendofonepageandthebeginningofthenext.
NofQ1ally,Wordautomaticallyinsertsanewpageafterthecurrent.Oneisfull.
However,theremaybeaneedtostartanewpageevenifthe.Currentoneisnot
full.

Toinsertpagebreaks:
1.Positionthepointerwherethebreakistobeinserted.
2.ClickInsertthenBreak.
3.FromtheBreakdialogbox
4.ClickPagebreakthenOK.

Creatingcolumns
To,createcolumnsonexistingtext:

1.Highlightthetext
2.FromFormatmenu,clickColumnstodisplaythedialogbox
3.Inthecolumnsdialogbox,selectthenumberofcolumnsortypeinthe

Numberofcolumnstextbox
4.IntheWidthandspacingboxes,specifythecolumnwidthsandspace

betweencolumns
5.ClickOK

Pagesetup
Pagesetupoptionslettheuserspecifythesizeofthemargins,papersize,paper
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sourceandlayout.

Settingmargins
Marginsareblankspacesaroundtheedgesofthepage.Onlytextandobjects
insidethemarginsareprintable.

Tosetupmargins:

1.ClicktheFilemenuthenPagesetup.Pagesetupdialogboxappears
2.ClicktheMarginstab.
3.Enterthevaluesfortheleft,right,topandbottommarginsintherespective
boxes.
4.ClickOK.

Settingthepapersize
Bydefault,thepapersizemaybeeitherLetterorA4.AnA4paperhas
dimensions210mmx297mm

Tospecifyadifferentpapersize
1.FromtheFilemenuclickPagesetup
2.InthepagesetupdialogboxclickthePapersizetab.
3.Selectthesizeofpaperrequiredfromthepapersizelist.Ifyoursizeis
differentfromtheonesprovided,clickCustomsizeandenterdimensionsinthe
heightandwidthboxes.
4.ClickOK.
Specifyingpageorientation
Thetermpageorientationreferstothepositioningofthepageinrelationtothe
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text.Thetwoavailableorientationsare:
Portrait:textandgraphicsareprintedwiththelongestsideverticallyupright.
Forexample,onanA4pieceofpaper,the210mmedgesareatthebottomand
top.

Landscape:Withlandscape,textandgraphicalobjectsareplacedwiththe
longestsideofthepageplacedhorizontallyandthelinesoftextprintedparallel.
Forexample,tocreateatimetableonanA4page,the297mmsideshouldbe
horizontal.

Toselecttheorientation:
1.FromFilemenu,choosePagesetup.

2.ClickonthePapersizetabandadialogboxcomesonthescreen.
3.SelecttheorientationrequiredthenclickstheOKbutton.

Pagelayout
Thisoptionletstheuserspecifyhowtextwillbeplacedonthepagefromthe
margins.Bydefault,textstartsfromthetopmargin.

Tochangethelayout

1.FromFilemenu,choosePagesetup.ThedialogboxAppears.
2.ClickontheLayouttab.
3.FromtheVerticalalignmenttab,selectthealignmentrequiredthenclickOK.

Insertingheadersandfooters
Headers,footersandpagenumbersmakeiteasytolocateinformation.Headers
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arefewwordsplacedatthetopofeverypagewhilefootersappearatthe
bottom.Toinsertheadersandfooters:
1.Clickonthe.HeadersandFootersfromtheViewmenu

2.Inthetextboxesthatappear,typeaheaderusingthetoptextboxorafooter
usingthebottomtextboxorevenbothifyouaretoinsertbothaheaderand
footer.
Insertingpagenumbers
Togiveyourdocumentpagenumbers:
1.FromtheInsertmenu,clickPagenumberstodisplaythedialogbox
2.InthePositionbox,specifywhereyouwantthepagenumberstobeinserted.
3.Inthealignmentbox,specifywhetherthenumberistobeonthe right,
left,center,insideoroutside
4.UsetheFormatbuttontochoosethenumberformat,i.e.1,2,3,...,A,B,Cetc.
YoucanstartfromanypagenumberbyusingStartatbox

Creatingandeditingtables

Creatingtables
AtableisafeatureinMicrosoftWordmadeupofrowsandcolumnsthatis
usedtoorganiseandenhancedisplayofinformation.

Creatinganewtable
..

YoucancreateatableeitherbyusingtheInsertTablecommandfrom tables
menu,orbyusingDraw Tabletoolthatresemblesapenciltocreatemore
complextables.
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Tocreateatableusingtheinserttablecommand;
1.ClickTablesmenu,positionthepointeronInsert,thenclickTable

2.IntheInserttabledialogboxdisplayed,specifythenumberofrowsand
columns.
3.ClickOK.Thetablewillbedisplayedonthescreenandyoucan startentering
datainit.
NB:Youcaninsertatablebyclickingthetablebuttononthestandardtoolbar,
thendragtoselectthenumberofrowsandcolumns.

Tocreateatableusingthedrawingtool:

1.ClickTablesmenu,thenDrawtableorsimplyclicktheDrawtablebuttonfrom
thestandardtoolbar.Themousepointerchangestoapencilsymbol
2.Dragthepointertodrawtheoutlineofthetable
3.Fillinthetablewithrowsandcolumnsbydraggingthepointerasyouwould
drawusinganordinarypencil.

Formattingandeditingatable

Insertingrowsandcolumns
Toinsertarow:
1.Placethecursorwhereyouwanttoinsertarow
2.ClickTable,pointInsertthenclickRowaboveorRowbelow.

Toinsertacolumn:
1.Placethecursorwhereyouwanttoinsertacolumn
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2.ClickTable,pointInsertthenclickColumntoleftthenColumntotheRight.

Adjustingthecolumnwidth:

1.Positionthemousepointerontheroworcolumnboundaryuntilthemouse
pointerchangestoanarrowedcross.

2.Dragtheboundarytotherequiredsize.

Deletingrows,columnorcells
1.Selecttherowsorcolumnstobedeleted.
2.FromTablemenu,pointDelete,thenColumns,RowsorCells.

Mergingcellsinatable
Thisreferstocombiningmorethanonecellinatable.Tomergecells:
1.Selectcellstobemerged
2.FromTables,clickMergecells.

Splittingcellsinatable
Thisreferstosubdividingacellorcellsintomorecells.Tosplitcells:

1.Selectcellstobesplit
2.FromTables,clickSplitcells.Adialogboxappearsthatletsyouspecifythe
numberofrowsandcolumnsthattheselectedcellswillbesplit.

Formattingtablebordersandshading
Wordprovidestheuserwithautomaticformattingfeaturethatletsyouchoose
borderstylesandshading.



mariamkerubo2020@gmail.com

Formorehighschoolnotes,FORM1-4ALLSUBJECTS,
setbooks,guidebooks,CPA,CIFA,IT,ICT&other

E-materials
WhatsApp0746711892

Toformatatable:
1.FromTablemenu,clickTableAutoFormat.
2.Intheformatslistbox,selecttheformatyouwant.Notethattheformat

youchooseappliestoborders,shadingfontandcolour.
3.ClickOktoapplytheeffects.

NB:Youcanalsoformatatablebyusingthetable'stoolbar.Ifthetoolbarisnot
displayed,clickviewpointtotoolbarsthenclicktablesandBorders.

Tableconversions
WithconvertfeatureinMicrosoftWord,youcanconvertatabletolinesoftext
andviceversa.

Toconvertatabletotext
1.Selecttheentiretableorrowandcolumnsyouwanttoconverttotext.
2.From tablemenu,pointtoconvertthenclicktabletotext.Adialogboxis
displayedthatrequiresyoutospecifyhowthetextwillbe separated after
conversion
3.Intheseparatetextwithboxenterorselectthecharactertobeusedasa
separator.
4.Clickok

Toconverttexttotable:
1.Selectthetextthatyouwanttoconverttoatable.
2.Fromtablemenu,pointconvertthen clicktexttotable.Adialogboxis
displayedthatrequiresyoutospecifythenumberofrowsand ofcolumns
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3.FromSeparatetextat,specifywhetherthetablewillbedefinedbyparagraphs,
commas,Tabsorothercharacters.
4.ClickOK. .

Importingtables
MicrosoftWordletsyouimporttablesfromotherapplicationsoranexistingfile.
Toimportatable,
1.ClicktheInsertmenuthenObjects.Adialogboxappears

2.FromtheObjecttypeselectthetypeofobjecttoinserte.g.Adobetable.

3.Theprograminwhichthetablewascreatedinstartsandletsyouchoosea
tablefromitandreturnbacktoMicrosoftWord.AlternativelyclickCreatefrom
file.Thisletsyoubrowseforafilethatcontainsthetableyouwishtoinsert.
4.ClickOKtoinsertthetable.

Performingarithmeticcalculationsinatable
Itispossibletoperformmathematicalcalculationssuchassum,productand
count,ifatablehasnumericalfigures.

Toperformcalculations:
1.Clickthecellinwhichyouwanttheresulttobeplaced.
2.FromtheTablemenu,clickFormula.Aformuladialogboxisdisplayed.
3.TypetheformulayouwantorselectfromthePastefunctionbox.Forexample,
toaddfiguresinaroworcolumn,clickSUM.ThefunctioninTable1.2below
thatcalculatesthetotalis=SUM(ABOVE).Theword"ABOVE".inbracketsis
calledtheargumentoftheformulaandtellsMicrosoftWordwhichcellsinthe
tablearetobeworkedon.
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Sorting

InMicrosoftWordyoucansortalistoftext,numbersanddatesinascendingor
descendingorder.
Tosortalistortable:

1.Highlightthetextlistortableyouwanttosort.
2.FromtheTablemenu,clickSon.
3.Selectthetypeofdatatobeusedwhensortingi.e.Text,NumberorDate.
4.ClickeitherAscendingordecending
5.ClickOK.

Mailmergedocument
Mailmergeistheprocessofgeneratingpersonalisedlettersordocumentsby
combiningamaindocument,e.g.aletter,withanexistingdatasourcesuchas
theaddressbook.Thereforeinmailmerge,thethreefilescreatedare:

1.Theprimaryfile(maindocument)
2.Thesecondaryfile(Datasource)
3.Mergedfile

Tocreatethemaindocument,

1Fromthefilemenu,selectNewtocreateanewdocument.Youcanalsoopen
orretrieveanexistingdocument.
2.OntheToolsmenu,clickmailmergetodisplayadialogbox.
3Clickcreatebutton,toselectthetypeofdocumentneedede.g.form.letters.
Selecttheactivewindowasthemaindocumentthismeansthatthecurrently
runningdocumentwillbetheformletterthatwillbelatermergedwithadata
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sourcetoproduceindividualisedletters.

Thenextstepisnowtocreateadatasource.

4.ClickGetData.Touseanexistinglistofnamesandaddresses,click
OpenData.SourceTouseexistingaddressesfromanelectronicaddressbook,
clickonUseAddressBook.Tocreateanewlistofnamesandaddresses,first
choosethenecessaryfieldsfrom thecreatedatasourceboxthensavethe
recordstructure.Amessageappearsaskingyouwhetheryouwanttoeditthe
datasourceorthemaindocumentchooseonethentheNext.
5.Withthemaindocumentopen,spotthemailmergetoolbaronthescreen.
Positionthetextcursorwhereyouwanttoinsertmergefields.Usetheinsert
field’sbuttontoinsertmergefieldsinthedocument
Mergingthedocument
Onceyoufinishinsertingmergefieldsfromthedatasourceinthemain
document,youarenowreadytomerge.Thereareseveralmergeoptions:

Tomergetoanewdocument
ClicktheMergetonewdocumenticononthemailmergetoolbar.

Mergingtoprinter
Clickthe.Mergetoprinter,icononthemailmergetoolbar.Beforeyoumergeto
aprinterorotherdevice,youmaywanttopreview theappearanceofthe
mergeddocuments.Forexample,youcanpreviewthemergeddocumentsoneat
atime.Youcanalsocollectthemergeddocumentsintoanewdocument,soyou
canreviewandpersonalisethedocuments.

Previewmergeddocuments
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Beforeyouprintthedocuments,ensurethatyou'veinsertedmergefieldsinthe
maindocumentandselectedadatasource.Topreview,clickanywhereinthe
maindocument,andthenclickViewMergedDataontheMailMergetoolbar.

MicrosoftWorddisplaysinformationfromthefirstdatarecordinplaceofthe
mergefields.

Sendmergeddocumentsviae-mailorfax
ClickthemergebuttonontheMailmergetoolbarSelecte-mailorfaxinthe
mergetobox.ClicktheSetupbuttontospecifythee-mailaddressesorfaxing
numberthenclickthemergebutton.Theinternetconnectionwizardstartsand
ifyourcomputerisproperlyconfigured,themailmergeddocumentwillbesent.
Insertinggraphics

Workingwithgraphics
Thetermgraphicsreferstonon-textimagesgeneratedbyacompute!This
includesphotographs,drawingsandgraphs.Graphicspresentinformationina
formthatiseasytounderstand.

Youcaninsertagraphicalobjectfrom MicrosoftClipGallery,ascannerorby
usingdrawingtoolsavailableinMicrosoftWord.

Insertingaclipartorapicturefromclipgallery:
1.Positiontheinsertionpointerwhereyouwantyourobjecttobeinserted,
2.Ontheinsertmenu,pointtopicturethenclickclipartClickonthe tabs to
selectonthecategoryofobjectsi.e.clipart,pictures,soundorvideos.See
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Figure1.42.
3.Doubleclickontheobjectyouwantorclickitoncethenclicktheinsert
button.
4.Usetheobjectplaceholderstoresizeyourobject.Ifyouplacethemouse
pointerononeoftheseholders,itturnsintoatwoheadedarrow,holddownthe
mousebuttonanddragtoincreaseorreducetheobjectsize
5.Clickanywhereoutsidetheobjecttoremovetheholders.
6.Tomoveyouobjecttoanotherposition,clickinsidetheobject.Thepointer
turnsintoanarrowheadcross.Holddownthemousebuttonanddragyour
imagetoanewlocation.

Fig.1.42:Aclipartimage
Insertinganimagefromascanner
Thecomputermustbeconnectedtoascannertocompletethisprocedure.A
scannerisadatacapturedevicethattransformsahandcopyorrealgraphical
objectintodigitalform.

Toscananobject:
1.Positiontheinsertionpointerwhereyouwantyourpicturetoappear,
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2.fromtheinsertmenu,pointtoPictureandthenclickfromscannerorCamera.
3.Toscan,followtheinstructionsthatcomewithyourscanner.
4.Whentheimageappearsonthescreenyoucaneditandformatitasrequired
thesamewayyouwouldwithaclipart.

Insertingapicturefromanotherfile
1.Positiontheinsertionpointerwhereyouwantyourpictureplaced,
2.Fromtheinsertmenu,pointtoPicture,thenclick"Fromfile
3.Locatethefilethatcontaintheimageyouwanttoinsertegfromyour
floppydisk,fromacompactdisketc.
4.Selecttheobjectyouwanttoinsert
5ThenclicktheInsertbutton.
6Whentheimageappearsonthescreenyoucaneditandformatitas
requiredthesamewayyouwouldwithaclipart.

Editingandformattingpictures

Toformatoreditapicture:
MicrosoftWordprovidestheuserwithapictureeditingtoolbarthatletsyou
adjustthebrightness,contrast,changeittoblackandwhiteorgrayscaleand
croptheimage.Croppingreferstohidingtheunwanteddetailssothattheydo
notcomeoutwhenprinting.

Todisplaythepicturetoolbar,clickonViewmenu,pointtotoolbarsthenselect
Picture.Thepicturetoolbarhasbuttonsthatenableapersontoformata
picturetoformatapicture,clickittoselectitthenusethecommandsonthe
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picturetoolbar.

DrawinganobjectusingMSWorddrawingtools
MicrosoftWordprovidestheuserwithbasicdrawingtoolssuchaspolygons,
lines,acircle,starsandbanners,calloutsandmanyothers.Ifthedrawings
toolbarisnotdisplayed,clickonViewmenu,toolbarsthenclickonDrawing.The
toolbarwillbedisplayedwhichabuttonhaslabeledAutoshapes,anarrow,a
line,squareandacircle

Todrawaline,acircleanarroworarectangle:
1.Clickontheappropriateshapebutton.Thepointerchangestoaplussign.
2.Placethepointerwhereyouwanttodrawthatshapeanddragtotherequired
size.

TodrawanobjectusingtheAutoshapes:
1.ClicktheAutoshapesbutton.Amenuisdisplayedshowingcategoriesof
shapesyoucanchoosefrom
2.Pointtothecategoryrequiredthenselectthetypeofobjectyouwishtodraw
3.Placethepointerwhereyouwanttodrawthatshapeanddragtotherequired
size.

Editingandformattingadrawnobject
Youcanresize,move,fillcolorandchangethedrawingoutline.

Toresizeormoveadrawing.
1.Clickanywhereinsideit.Theplaceholdersappear.
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2.Tomoveit,holddownthemousebuttonanddrag.
3.Toresizeit,placethepointeratoneoftheplaceholdersanddrag.

Tofilltheobjectwithcolorandfilleffects:
1 Clicktheobject.Theplaceholdersappear.
2 Clickthedownarrowoffillcolorbutton,theonethatlookslikeabucket
pouringink.
3Selectthecoloryouwantapplied.Tofillthedrawingwithtexture,gradientor
pattern,clicktheEffectsbutton.Fromtheresultingdialog box, select the
appropriatefilleffect.
Printingadocument

PrintinginMicrosoftWord
Becausethemainpurposeofanywordprocessoristopreparedocumentsfor
printing,thiscannotbeaccomplishedwithoutaprinter.Thechoiceofaprinter
dependson thequalityofhardcopydesired.Beforeyou print,itisvery
importantthatyoupreviewyoudocumenttoconfirmthatnodetailsareoutside
theprintableareaandthatthedocumentlayoutisokay.

Usingprintpreview

InMicrosoftWord,toviewyourdocumentbeforeprintingproceedasfollows:
1.Fromfilemenu,selectprintpreviewthemousepointerchangesintoasymbol
thatresemblesamagnifyingglass.Youcanclickonthemousebuttoninsidethe
documenttoincreaseorreducethesizeoftheview.
2.ClicktheclosebuttonorEsckeytoreturntoyourdocument.
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Toprint:

1.FromfilemenuclickonprintAdialogboxappearswhereyoucanspecify:

(a) Thetypeoftheprinterinstalledinyourcomputerotherthanthe
defaultprinter.

(b) WhethertoprintthewholedocumentorarangeinthePagerange
box,

(c)NumberofcopiestoprintperpageintheNumberofcopiesboxthen,
2.ClickOKtostartprinting.
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SPREADSHEETSMS-EXCEL

Chapteroutline

2.1Definitionofspreadsheet
2.2Componentsofaspreadsheet
2.3Applicationareasofaspreadsheet
2.4Creatingaworksheet/workbookusingMicrosoftExcel
2.5Celldatatypes
2.Cellreferencing
2.7Basicfunctionsandformulae
2.8Editingaworksheet
2.9Worksheetformattin2.10Datamanagement
2.11Charts/graphs
2.12Printingworksheets

2.1Definitionofaspreadsheet

A spreadsheetisessentiallyaledgersheetthatletsyouenter,editand
manipulatenumericdata.Therearetwotypesofspreadsheetsnamely:

1.Themanualspreadsheet.
2.Theelectronicspreadsheet.

Amanualspreadsheetisthemostcommonlyusedtypebybookkeepersasa
ledgerbookwithmanysheetsofpapersdividedintorowsandcolumnsonwhich
variousamountsofmoneyareenteredmanuallyusingapenorpencil.Youcan
visityourbursar'sofficeandrequesttoseealedgersheet.
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Anelectronicspreadsheetontheotherhandispreparedusingacomputer
program thatenablestheusertoentervaluesinrowsandcolumnssimilarto
theonesofthemanualspreadsheetandtomanipulatethem mathematically
usingformulae. '

Inthisbook,thewordspreadsheetshallbeusedtorefertotheelectronic
spreadsheet.'.

AdvantagesofUsingElectronicSpreadsheetsoverManualSpreadsheet

1.Theelectronicspreadsheetutilizesthepowerfulaspectsofthecomputerlike
speed,accuracyandefficiencytoenabletheuserquicklyaccomplishtasks.
2.Theelectronicspreadsheetoffersalargervirtualsheetfordataentryand
manipulation.Forexamplethelargestpaperledgeryoucangetisonethatdoes
notexceed30columnsand51rowswhilewithanelectronicspreadsheet,the
leastledgerhasatleast255columnsand255rows!
3.Theelectronicspreadsheetutilizesthelargestoragespaceon computer
storagedevicestosaveandretrievedocuments.
4.Theelectronicspreadsheetenablestheusertoproduceneatworkbecause
thetraditionalpaper,pencil,rubberandcalculatorareputaside.Alltheworkis
editedonthescreenandafinalcleancopyisprinted.Withahandwritten
spreadsheet,neatnessandlegibilitydependsonthewriter'shandwritingskills.
5.Electronicspreadsheetshavebetterdocumentformattingcapabilities.6.
Electronicspreadsheetshaveinbuiltformulaecalledfunctionsthatenablethe
usertoquicklymanipulatemathematicaldata.
7.Anelectronicspreadsheetautomaticallyadjuststheresultofaformulaifthe
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valuesinworksheetarechanged.Thisiscalledtheautomaticrecalculation
feature.Foramanualsheet,changingonevaluemeansrubbingtheresultand
writingthecorrectoneagain.

Examplesofspreadsheets
1.VisiCalc:Thiswasthefirsttypeofspreadsheettobedevelopedforpersonal
computers.
2.Lotus1-2-3:Thisisintegratedsoftwarewithspreadsheetmodulegraphsand
database.3.MicrosoftExcel
4.VP-Planneretc.
Inthisbook,thespreadsheetthatwillbeconsideredindetailsisMicrosoftExcel.
Componentsofaspreadsheet
Aspreadsheethasthreecomponents
1.Worksheet. /
2.Database.
3.Graphs.
Worksheet
Thisisthecomponentinwhichdatavaluesareentered.Itismadeupofrows
andcolumns.Theintersectionbetweenarowandacolumniscalledacell.Arow
isahorizontalarrangementofcellswhileacolumnisaverticalarrangementof
cells.Eachrowislabeledwithanumberwhileeachcolumnislabeledwitha
letterasshownintheFigure2.1.Eachcellisreferencedusingthecolumnlabel
followedbytherow labele.g.cellB3hasthevalue20.A groupofmany
worksheetsmakeupaworkbook.

A B C D E F
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1
2
3 20
4
5 I

Fig.2.1:AWorksheet

Database
Datavaluescanbeenteredinthecellsofthespreadsheetandmanagedby
specialExcelfeatures found on the Data menu.These features were
incorporated in Excelbuttheyactuallybelong to databasemanagement
software.Oneofsuchfeatureisfilteringrecords,usingforms,calculating
subtotals,datavalidationpivottablesandpivotchartreports.

Ifthedatavaluesforthesameentity(relatedvalues)areenteredonthesame
row,theyformarecord.Henceaworksheetcanbemanipulatedtosomeextent
asadatabasethathasdatarecordsenteredinit.Figure2.2showsaworksheet
havingtworecords,JoyandJeff.

A B c D EF1
1 NameIDNo.Age Nationalit

y
2 Joy 12344

5
25 Kenyan

3 Jeff 1256735 Ugandan
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5
4

Fig.2.2:Aspreadsheetwithrecords

NB:Aspreadsheetfileisstructuredinsuchawaythatitcanbevisualisedasa
tableofrecords.Thatiswhysucha'filecanbeimportedintoadatabase
programaswillbediscusseslaterindatabases.

Graphs
Agraphisapictorialrepresentationofthebasedataonaworksheet.Most
spreadsheetsrefertographsascharts.Achartenablestheusertopresent
complexdataelementsfromaworksheetinasimpleeasytounderstandformat.
Examplesofchartsarepiecharts,linechartsandbarcharts.Asshallbe
discussedlater,itiseasytogeneratechartswhenworkingwithaspreadsheet
program.Figure2.3showsanexampleofapiechart.

2.3Applicationareasofaspreadsheet

Statisticalanalysis
Spreadsheetsprovideasetofdataanalysistoolsthatcanbeusedtosavesteps
whendevelopingcomplexstatisticalorengineeringanalyses.Theuserisusually
expectedtoprovidetheappropriatedataandparametersforeachanalysis.The
statisticaltoolthen usesappropriateautomatedstatisticalorengineering
functionsandthendisplaysresultsinanoutputtable.Someofthetools
generatechartsinadditiontotheoutputtables.
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Becausemostofthesetoolsarecomplex,theuserneedstohavethestatistical
backgroundknowledgebeforeattemptingtousethetools.Examplesofsome
simplestatisticalfunctionsincludethefollowing:
1.Average:Thisisusedtocalculatethemeanofasetofvalues.

2.Median:Thisisusedtoreturnthevalueinthemiddleofasetofvalues.

Forexampleasetofvaluesmaybecomposedof:

10 20 30 40 50 60.

Theaverageofthesetis35anditsmedianisalso35.Themedianisfoundby
takingtheaverageofthetwonumbersatthecentreoftheset,inthiscase30
and40.

Accounting
Manyaccountantsfindthespreadsheetausefultooltouseinrecordingdaily
transactionsandkeepingoffinancialrecords.Spreadsheetsprovideauser
friendlyenvironmentforfinancialmanagementandtheycomewithinbuilt
functionsthatmakeaccountingtaskseasier.Forexample,thespreadsheetcan
beusedbyaccountantstodothefollowing:
1.Totrackthevalueofassetsovertime(depreciationandappreciation)
2.Tocalculateprofits
3.Topreparebudgets

Otherformulalikesum,average,productetc.enablestheaccountanttocarry
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outhisdailyworkwithoutanyproblem.

Datamanagement
Aspreadsheetenablesneatarrangementofdataintotabularstructure.Related
datacanbetypedonthesameworksheet.However,whendataisondifferent
worksheets,theworksheetscanbelinkedtoenhanceaccessibility.

Datamanagementfunctionsincludesorting,filtering (displaying onlythe
requireditems)andusingformstoenterandviewrecords.

Spreadsheetsenabletheusertocreate,edit,save,retrieveandprintworksheet
dataandrecords.

Forecasting("Whatif"analysis)
Theautomaticrecalculationfeatureenablestheuseof"Whatif'analysis
technique.Thisinvolveschangingthevalueofoneoftheargumentsinaformula
toseethedifferencethechangewouldmakeontheresultofthecalculation.For
example,aformulatocalculateacompany'sprofit,marginmaybeasfollows:

Profit=,(Totalunitssoldxsaleprice)-(Totalunitsboughtxcostprice) -
Operating‘expenses.
Asalesmanagerinthecompanycnaskthefollowingquestion:Whatifsales
increaseby20%,how muchprofitwillsthecompanymake?Themanager
substitutesthetotalunitssoldvaluewithonethatis20% higherandthe
spreadsheetautomaticallydisplaysthenewprofit.Atraditionalanalysismethod
wouldrequireadifferentworksheettobeprepared.Therefore,thismethodcan
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beused forfinancialforecasting,budgeting,stockportfolio analysis,cost
analysis,cashflowetc.
Creatingaworksheet/workbookusingMicrosoftExcel
TostartMicrosoftExcel,clickStartbutton,pointtoProgramsandthenselect
MicrosoftExcelfrom theprogramsmenuThisproceduremayvaryslightly
dependingontheversionofExcelyouareusingorthecomputer'shardwareand
softwareconfiguration.
TheWindowsenvironmentallowsapersontoplaceshortcutstoaprogram's
executable(.exe)fileinvariousplaceslikethedesktop.IftheExcelshortcutison
thedesktop,simplydoubleclickittostarttheapplication.

TheMicrosoftExcelapplicationwindowopensasshownintheFigure2.5.Make
surethatyoucanbeabletoidentifyallthelabeledpartsoftheMicrosoftExcel
applicationwindow.

TheMicrosoftExcelapplicationwindow
TheMicrosoftExcelapplicationwindowismadeupofthefollowingcomponents:
Titlebar:Ithasthetitleoftheapplicationandcontrolbuttonsforminimising,

maximisingandclosingtheapplication
Themenubar:Itdisplaysalistofmenuoptionse.g.File,Edit,Viewetc.Clicking
oneofthemdisplaysamenuthathascommandswhichcanbeselectedinorder
tomanipulatedatainthespreadsheet.'
Toolbars:Themostcommonofthesearethestandardandformattingtoolbars.
Themostimportantthingistobeabletoidentifyeachtoolbarbyitsicons.The
standardtoolbarhasshortcutstosomeofthemostcommonlyusedmenu
commandslikeprint,copy,pasteandsave.Theformattingtoolbarhasshortcuts
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tothecommonlyusedcommandsfoundontheformatmenuoption
Formulabar:ThisisoneofthemostimportantcomponentsoftheMicrosoft
Excelapplicationwindow.Itenablestheusertoenteroreditaformulaordata
inacell.Youcanidentifytheformulabarbecauseithasanequalsign(orfx).
Thenameboxtotheleftoftheformulabardisplaysthepositionofthecellin
whichdataoraformulaisbeingenteredwhichisalsocalledthecurrentcell.If
theformulabarisnotavailable,clickonViewmenuthenselectFormulabars.A
checkmarkappearsontheleftoftheselecteditem toshowthatitisnow
displayedonthescreen.

Cellpointer:Itmarksthepositionofthecurrentcellortheinsertionpoint.Itis
specialcursorsthatisrectangularinshapeandmakesthecurrentcellappearas
ifithasdarkerboundaries.

TheWorksheet:Consistsofcells,rowsandcolumns.Dataisenteredherefor
manipulation.

Statusbar:Itshowstheprocessingstateoftheapplication.Forexample,onits
leftisthewordReadywhichshowsthatthespreadsheetisreadytoreceiveuser
commands. '

Worksheetlabels:TheseareusuallyoftheformatSheet1,Sheet2etc.A
workbookmayhaveseveralsheets.Itisalsopossibletorenamethesheetsby
rightclickingonthelabelsthenchoosingrenamecommandfrom theshortcut
menuthatappears.Theactivesheet(onebeingused)hasitslabelappearing
lighterincolourthantherest.Tomovetoaparticularsheetintheworkbook,
simplyclickitssheetlabel.
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Verticalandhorizontalscrollbars:Clickingthearrowsattheirendsmovesthe
worksheetverticallyandhorizontallyonthescreenrespectively.

Worksheetlayout
Theworksheethasthefollowingcomponents:Cells:Anintersectionbetweena
rowandacolumn.
Rows:Horizontalarrangementofcells.Columns:Verticalarrangementofcells.

Range:Isagroupofrectangularcellsthatcanbeselectedandmanipulatedasa
block.

NavigatingtheMicrosoftExcelscreen
1.ClickcellD5.Noticethatthecellpointerimmediatelymovestothecelland
thenameboxreadsD5.TypingonthekeyboardnowinsertsentriesincellD5
aslongasthepointerisstillthere.

2.ClickletterAthatheadsthefirstcolumn.Noticethatthewholecolumnis
highlighted.

3.DoubleclickcellEIO.Noticethatthetextcursorformsinthecellandyoucan
nowtypecharactersinsidethecell.Alsothestatusbarwillnowreadenterwhich
meansthatMicrosoftExcelexpectsyoutoenteravalueinthecell.

4.Clickthedownarrowontheverticalscrollbar.Theworksheetmovesupwards
onthescreen.Theoppositehappenswhenyouclicktheuparrowonthevertical
scrollbar.

5.Clicktherightbuttononthehorizontalscrollbar.Theworksheetmovesto
theleft.Theoppositehappenswhenyouclicktheleftbuttononthehorizontal
scrollbar.
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6.Presstherightarrowkeyonthekeyboard.Noticethatthecellpointermoves
onecolumntotherightonthesamerow.Thiscanalsobedonebypressingthe
Tabkeyonce.

7.Presstheleftarrowkeyonthekeyboard.Noticethatthecellmovesone
columntotheleftonthesamerow.Pressinggivesthesameresults.

8.Presstheuparrowkeyonthekeyboard.Noticethatthecellpointermoves
onerowuponthesamecolumn.

9.Pressthedownarrowkeyonthekeyboard.Noticethatthecellpointermoves
onerowdownonthesamecolumn.

10.Presstheendkey.Thestatusbarwilldisplaythemessage"END".Ifyou
presstherightarrowkey,thecellpointerwillmoverighttothelastcellonthe
row.Iftheleftupordownkeysweretobepressedinstead,thecellpointer
wouldmovetothelastcelltotheleft,toporbottomrespectively.

11.PressingCtr1+Homemovesthecellpointertothefirstcelloftheworksheet
i.e.cellAI.

Creatingaworksheet
Atitssimplestlevel,creatingaworksheetconsistsofstartingthespreadsheet
program andenteringdatainthecellsofthecurrentworksheet.,However,a
personcandecidetocreateaworksheeteitherusingthegeneralformatorfrom
aspeciallypreformattedspreadsheetdocumentcalledatemplate.

Usingthegeneralformat
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Whenaspreadsheetprogramisrunningitwillpresenttheuserwithanewblank
screenofrowsandcolumns.Theusercanenterdatainthisworksheetandsave
itasanewlycreatedworksheet.IfthisisnotavailablethenclickFilemenu
optionandselectthenewcommand.ThedialogboxshowninFigure2.8willbe
displayedonthescreen.OntheGeneraltab,doubleclicktheworkbookicon.
Enterdatainthenewworksheetcreated.

Usingatemplate
ClickFilemenuoptionthennewcommand.Onthespreadsheetssolutionstab,
doubleclickthetemplatethatyouwishtocreate.Figure2.9belowshowssome
examplesoftemplatesthatmaybepresentforselection.

NB:Ifthetemplatewassavedpreviouslyontheharddisk,itwillopenasanew
worksheetwithallthepreformattedfeaturespresentallowingtheusertoenter
some data.However,some templatesmay require the originalprogram
installationdiskinordertobeabletousethembecausetheymaynothavebeen
copiedtotheharddiskduringprograminstallation.

Editingacellentry
Editingacellmeanschangingthecontentsofthecell.Beforethecontentsina
cellcanbe.Changed,thecellmustbeselectedbymakingitthecurrentcell.
Toeditacellentryproceedsasfollows:
.1.Movethecellpointertothecellyouwishtoedit.

2.Doubleclicktheformulabarforthetextcursortoappearinthebar.The
statusbarmessagechangestoedit

3.Usethekeyboardtodeleteandaddcontentstotheformulabarthenpress
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enterkeytoapply.Clickthesavebuttononthestandardtoolbartosavethe
editedchanges.

Selectingarange
Asyouhaveexperiencedwiththeprevioustwoexamples,workingwithoneitem
atatimeistediousandtimeconsuming.Usingarangesavestimewhenworking
withalarge.amountofdata.

Arangeisarectangulararrangementofcellsspecifiedbytheaddressofitstop
leftandbottom rightcells,'separatedbyacolon(:)egoRangeAI:CIO isas
showninFigure2.10.
Selectingmultipleranges
Whenusingamouse,youcanselectmorethanonerangewithoutremovingthe
highlightfromtheprevious.Todothis:

HolddowntheShiftkeyortheCtrlkeywhileyouclickontherowheaderofthe
secondrangeyouwanttohighlight.Whathappens?Doyounoticethe
differencewhenholdingdowntheshiftandthectrlkeys?

1.Shiftkeywillcauseallcolumns/rowsbetweentheselectedandthenewly
clickedcelltobehighlighted.
2.Ctrlselectsindividuallyclickedcellsorrange.

Hidingrows/columns
Youcanhidesomerowsorcolumnsinordertoseesomedetails,whichdonot
fit,onthescreen.Todothis:
1.Highlightthecolumns/rowsyouwanttohide
2.Clickformatmenu,pointonroworcolumnandclickhidecommand.
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Savingaworksheet
Tosaveaworksheet,onehastosavetheworkbookinwhichitbelongswitha
uniquenameonastoragedevicelikeaharddisk.Theprocedurebelowcanbe
usedtosaveaworkbook:
1.ClickFilemenuoptionthenselectSaveas'command.Alternatively,clickthe
savecommandonthestandardtoolbar.Thesaveasdialogappears
2.SelectthelocationinwhichyourworkbookwillbesavedintheSaveinbox
thentypeauniquenamefortheworkbookintheFilenamebox.Makesurethat
theoptionMicrosoftExcelWorkbookisselectedunderthesaveastypebox.
3.ClicktheSavebuttontosave.

Retrievingasavedworkbook
Thismeansopeningaworkbookthatwaspreviouslysaved.

1.ClickFilemenuoptionthentheOpencommand.NoticethattheOpen
commandhasthreedots(calledellipsis)indicatingthatadialogboxwillopen,
astheuserisrequiredtoprovideadditionalinformation.Alternativelyjustclick
theOpencommandonthestandardtoolbar.Theopendialogboxappearson
thescreen.

2.ClicktheLookindropdownlistarrowandselectthedriveorfolderwherethe
workbookwassaved.Forexample,ifyousavedinadiskette,insertitinthe
floppydrivethenselect31/2-floppy(A:).Alistoffoldersandfilesinthedrive
willappearinthelistbox.

3.Doubleclicktheiconoftheworkbookyouwantandtheworksheetwillbe
displayedintheMicrosoftExcelwindow.Noticethatthecellpointerisinthe
samecellitwasinwhentheworksheetwaslastSaved.
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Closingaworksheet

ClickFilethenClosecommand.Thisclosestheworksheetbutdoesnot
ClosetheExcelspreadsheetprogram.Alternatively,clickthe;closebuttonofthe
worksheetwindow
Exitingfromthespreadsheet
ClickFilethenExitcommand.Thisclosesnotonlytheworksheetbutalsothe
spreadsheetprogram aswell.Alternativelyclicktheclosebuttonofthemain
applicationwindow.
Celldatatypes
Therearefourbasictypesofdatausedwithspreadsheets:
1.Labels
2.Values,
3.Formulae
4.Functions.

Labels
Anytextoralphanumericcharactersenteredinacellareviewedaslabelsbythe
spreadsheetprogram.Labelsareusedasroworcolumnheadingsusuallyto
describethecontentsoftheroworcolumn.Forexample,ifacolumnwillhave
namesofpeople,thecolumnheadercanbeNAMES.Sometimes,numberscan
beformattedsothattheycanbeusedaslabels.Toachievethisaddan
apostrophejustbeforethemostsignificantdigitinthenumber.Forexample,
thenumber1990willbetreatedasnumeric.iftypedinacellbut'1990willbe
treatedasalabel.

Labels are aligned to the leftofthe celland cannotbe manipulated
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mathematically.

Values
.,

Thesearenumbersthatcanbemanipulatedmathematically.Theymayinclude
currency,date,numbers(0-9),specialsymbolsortextthatcanbemanipulated
mathematicallybythespreadsheet.

Formulae
Theseareuserdesignedmathematicalexpressionsthatcreatearelationship
betweencellsandreturnavalueinachosencell.InMicrosoftExcel,aformula
muststartwithanequalsign.Forexample,theformula

=B3+D4addsthecontentsofB3andD4andreturnsthesum valueinthe
currentcell.

Excelformulaeusecelladdressesandthearithmeticaloperatorslikeplus(+)for
addition,minus(-)forsubtraction,asterisk(*)formultiplicationandforward
slash(I)fordivision.
Usingcelladdresses,alsocalledreferencing,enablesMicrosoftExceltokeep
calculationsaccurateandautomaticallyrecalculatesresultsofaformulaincase
thevalueinareferencedcellischanged.Thisiscalledautomaticrecalculation.

Functions
Theseareinbuiltpredefinedformulaethattheusercanquicklyuseinsteadof
havingtocreateanew oneeachtimeacalculationhastobecarriedout
MicrosoftExcelhasmanyoftheseformulaethatcoverthemostcommontypes
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ofcalculationsperformedbyspreadsheets.ToaddthecontentsofcellB3and
D4thesumfunctioncanbeusedasshownbelow:

=Sum(B3:D4)

2.6

Cellreferencing
Acellreferenceidentifiesacellorarangeofcellsontheworksheetandshows
MicrosoftExcelwheretolookforthevaluesordataneededtouseinaformula.
Withreferences,youcanusedatacontainedindifferentcellsofaworksheetin
oneformulaorusethevaluefromonecellinseveraldifferentformulae.
Bydefault,MicrosoftExcelusestheA1cellreferencingstyle.Thismeansthata
cellisidentifiedbyitscolumnlabelfollowedbytherownumber.However,theRl
Clreferencingstylecanbeused.Inthiscase,thecellisreferencingbyitsrow
numberfollowedbyitscolumnnumber.Thetablebelowgivesafewexamplesof
equivalentreferencingusingbothstyles.
A1style R1C1style
B2 R2C2
C10 R10C3
E20 R20C5

TheRlClstyleisusefulwhenautomatingcommonlyrepeatedtasksusingspecial
recordingprogramscalledMacros.
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Relativereferencing
Whenperformingtasksthatrequirecellreferencing,youcanuseformulae
whosecellreferenceskeepon changingautomaticallydependingon their
positionintheworksheet.Thisiscalledrelativecellreferencing.Agoodexample
wouldbeifyoutypetheformula=Al+BlincellCl.Ifthesameformulaiscopied
tocellC2theformulaautomaticallychangesto=A2+B2.

Absolutereferencing
Thesearecellreferencesthatalwaysrefertocellsinaspecificlocation

,oftheworksheeteveniftheyarecopiedfrom onecelltoanother.Tomakea
formulaabsolute,addadollarsignbeforetheletterand/ornumber,

suchas$B$lO.Inthiscase,boththecolumnandrowreferencesareabsolute..

Referencingusinglabelsandnames
Labelsofcolumnsandrowsonaworksheetcanbeusedtorefertothecellsthat
fallwithinthosecolumnsandrows.Itispossibletocreateanamethatdescribes
thecellorrangethenuseitinsteadofhavingtospecifyarangewithactualcell
references.Suchadescriptivenameinaformulacanmakeitreadableandeasier
to understand its purpose. For example, the formula
=SUM(SecondQuarterProfits)mightbeeasiertoidentifythan=SUM(AlO:C20).
Inthisexample,thenameSecondQuarterProfitsrepresentstherangeAlO:C20
ontheworksheet.Namescanalsobeusedtorepresentformulaeorvaluesthat
donotchange(constants).Forexample,youcanusethename.Tariffsto
representtheimporttaxamount(suchas7.0percent)appliedtoimports.

Tocreateanamedrange
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Tocreateanamedrangeproceedsasfollows:1.Selecttherangetobenamed:

2.Clickinsidethenameboxtomovethetextcursorinside.DeletetheCell
referencethatisthereandtypeanamefortherange.
3.PressEnterkeytoapply.Figure2.13showsaworksheetrangecalledsales
thathasvaluesusedinaformulatogivethesumincellC11.

2.7Basicfunctionsandformulae
Formulaeperformmathematicaloperationsrangingfromverysimplearithmetic
problemst9complexscientific,financialandmathematicalanalysis.

Statisticalfunctions.
1.Average:Itreturnstheaverage(mathematicalmean)ofasetofvalueswhich
canbenumbers,arraysorreferencesthatcontainnumbers.Ifthevalue20isin
cellDIOand30inElOthen:
=Average(DlO:E10)returns25astheaverageofthetwovalues.
2.Count:Countsthenumberofcellsthatcontainvalueswithinarangee.g.
=count(AIO:EIO)manyreturnavalue5ifallthecellshavevalues.
3.Max:Itreturnsthelargestvalueinasetofvalues.Itignorestextandlogical
valuese.g.==Max(AlO:EIO)willreturnthemaximumvalueintherange.
4.Min:Itreturnsthesmallestvalueinasetofvalues.Itignorestextandlogical
valuese.g.=Min(AIO:EIO)willreturntheminimumvaluesintherange.

5.Mode:Itreturnsthemostfrequentlyoccurringvalueinasetofvalues.e.g.=
Mode(AIO:ElO)

6.Rank:Returnstherankofanumberinalistbycomparingitssizerelativeto
theothers.ForexampleifA1toAScontainsnumbers7,3.8,3.8,1and2then
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RANK(A2,Al:A5,1)returns3whileRANK(AI,AI:A5,I)returns

5.ThegeneralformatisRANK(numbertoberanked,range,order).

Logicalfunctions
1.If:Itreturnsaspecifiedvalueifaconditionisevaluatedandfoundtobetrue
andanothervalueifitisfalse.If(marks>50,"pass","fail")willdisplayapassif
valuesaremorethan50elseitwilldisplayfail.
2.Countif:Countsthenumberofcellswithinaspecifiedrangethatmeetthe
givenconditionorcriteria.e.g.supposeA10:E10containseggs,beans,beans,
eggs,eggs,countif(AIO:EIO,"Eggs")willreturn3.
3.Sumif:Itaddsvaluesinthecellsspecifiedbyagivenconditionorcriteria.e.g.
ForexampleifAIOtoElOcontainsvalues10,50,60,30,70,tosumallvalues
greaterthan50=Sumif(AIO:EIO,">50").Thisreturns130.

Mathematicalfunctions
1.Sum:addsvaluesinarangeofcellsasspecifiedandreturnstheresultinthe
specifiedcell.e.gSum(AIO:EIO)addsvaluesintherange
2.Product:multipliesvaluesinarangeofcellsandreturnstheresultinthe
specifiedcell.ForexampleifA10has30andBIOhas
3.Product(AlO:BIO)willreturn90.

Arithmeticformulae-usingoperators
OperatorFunction

+(plus) addsvaluesasspecified
-(minus). subtractsvaluesasspecified
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*(multiplication) multipliesvalues
/(division) dividesvalues.
()parenthesis enclosesargumentstobecalculatedfirst.

Foraformula=(Al+C3)/E20,ifthevalueinE20isnotzero,theresultis
displayedinthecurrentcell.

Orderofexecution
Ifseveral.Operatorsareusedinasingleformula;MicrosoftExcelperformsthe
operationsintheordershowninTable2.3.Formulaswithoperatorsthathave
sameprecedencei.e.ifaformulacontainsbothamultiplicationanddivision
operatorareevaluatedfrom lefttoright.Enclosingpartoftheformulatobe
calculatedinparenthesesorbracketsmakesthatparttobecalculatedfirst.

Operator Name Precede
nce

1.- Negationasin-1 1
2.% Percent 2
2.1\ Exponentiation 3
3.*and/ ! Multiplicationand

division
4

4.+and- Additionand
subtraction

5

6.=,<>,>,<,<=,>= Relational 6

Table2.3:Operators'orderofexecution
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2.8

Editingaworksheet

Copingandmovingdata
Spreadsheetsoftwareautomatesmanyprocessesthatcouldhavebeentedious
ifdonemanually.ForexamplewithMicrosoftExcel,youcandocalculations
usingformulaefairlyeasilyasyougivethedataandcorrectinstructionstothe
program.Copyingandmovingof,datacanalsobedonequicklyandefficiently.

Whendataiscutorcopiedfrom theworksheet,itistemporarilyheldina
storagelocationcalledtheclipboard.

Copyingdata
Tocopyacellorarangeofcells:
1.Highlightthecellsorrangeyouwantcopied
2.ClicktheEditmenuthenselectCopycommand.
3.Selectthecellinwhichyouwanttoplaceacopyoftheinformation4.From
theEditagain,clickPastecommand.ThePastecommandputsacopyfromthe
clipboardonthespecifiedlocation

Movingdata
UnliketheCopycommandwhereaduplicatecopyiscreated,theMove
commandtransfersthecontentsoftheoriginalcell(s)toanewlocation.
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Tomovearangeofcells:
1.Highlighttherangeyouwanttomove.
2.FromtheEditmenu,selectCut.
3.Specifythelocationyouwanttomovethecontentsto.
4.FromtheEditmenuagain,clickPaste.

2.9Worksheetformatting
Worksheetformattingreferstoenhancingtheappearanceoftheworksheetto
makeitmoreattractiveandappealingtothereader.Appropriateformatting
shouldbeusedtolayemphasis,catchattentionandbringotherwiseIIhidden
detailtotheforeofthedocument.

Thegoldenruleofformattingistousesimpleclearformats.Itessentially
consistsofchangingtextcolourandtypeface(font),size,styleandalignment.In
MicrosoftExcel,formatthecellswhetheremptyornotandtheircontentswill
acquirethesetformatautomatically.

Toformatasinglecell,makeitthecurrentcellthenformatmenuoptionand
selectthecellscommandIntheformatcellsdialogbox,maketheformatting
specificationsthatyouwishthenclicktheokbuttontoapply.Ifitisarangeof
cells,theymustbehighlightedfirstbeforeformattingthemasablockofcells.

Formattingtext
1.Highlightthecellsthathavethetexttobeformatted.
2.ClickFormatmenuthencellscommand.Thedialogboxappears
3.Selectthefonttabasshowninthefigurebyclickingit.
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4.Selectthefonttypee.g.TimesNewRoman.Otherfontformattingfeatures
likestyle,size,underlineandcolourareavailableandcanbeselected.
5.Clickbuttontoapply.

NB:Alternatively,usetheformattingtoolbarto accomplish allyourtext
formattingneeds.Noticethattheoptionsinthefontdialogboxarecommands
ontheformattingtoolbar.

Formattingnumbers
1.Highlightthecellsthathavethenumberstobeformatted.
2.ClickFormatmenuthencellscommand.ThedialogboxinFigure2.15appears.
3.SelecttheNumbertabasshowninthefigurebelow.
4.Youcannowchoosenumberformatsasexplainedbelow:
Number Meaning
General generalformatcellshavenospecificnumberformat.
Number Usedforgeneraldisplayofnumberse.g.2345.23.
Currency Fordisplayinggeneralmonetaryvaluese.g.$100,Ksh.10.
Accounting Linesupthecurrencysymbolsanddecimalpoins.Displaysdate
inchosenformat.
Date Displaystimeinchosenformat.
Percentage Multipliesthevalueinacellwith100anddisplay'itas%.
Text Formatscellstobetreatedastextevenwhennumbersareentered.
Custom ForanumberformatnotpredefinedinMicrosoftExcel,select
customthendefinethepattern.

Worksheetborders
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Youmayneedtoputaprintableborderaroundyourworksheetorinarangeof
cellstomakeitmoreattractiveandappealing.Toputaborder:

1.Highlighttherangeyouwishtoinsertborders.Fromtheformat menu,
clickcellscommand.
2.Clicktheborderstabandspecifytheborderoptionsforleft,right,topand
bottom..

3.Fromthestyleoptions,selectthetypeoflinethicknessandstyle.Alsoselect
thepresetoptions.
4.Clicktheokbutton.Theselectedrangewillhaveaborderaroundit.

Formattingrowsandcolumns
Sometimes,theinformationenteredinthespreadsheetmaynotfitneatlyinthe
cellsetwiththedefaultheightandwidth.Itthereforebecomesnecessaryto
adjusttheheightofaroworthewidthofacolumn.Thestandardwidthofa
columninMicrosoftExcelis8.43charactersbutcanbeadjustedtoanyvalue
between0and255.

Changingcolumnwidth
1.Movethemousepointertotherighthandsidelinethatseparatesthecolumn
headersi.e.forinstancethelinebetweenAandB.
2.Noticethatthemousepointerchangesfromacrosstoadoublearrow
3.Clickthemousebuttonandholditdownsothatyoucannowresizethewidth
ofthecolumnbydraggingtothesizeyouwish.AfterDraggingtotherequired
pointreleasethemousebuttonandtheColumnwillhaveanewsize.

NB:Alternatively,movethecellpointertooneofthecellsofthecolumnthen
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clickFormat,pointtoColumnthenclickWidthcommandfrom thesidekick
menu.TypeawidthinthedialogboxthatresemblesFigure2.17thenclick
Ok.buttontoapply.
NB:Tochangethewidthsofseveralcolumnsatthesametime,highlightthem
firstbeforefollowingthismethod.

Changingrowheight
1.Pointtothelinethatseparatestworownumberse.g.thelinebetween1and
2.Themousepointerbecomesadoublearrow.

2.Dragthelineuntiltheheightoftherowisasrequiredthenstopandrelease
themousebutton.

NB:Alternatively,clickFormatpointtoRowthenclickHeightfromthesidekick
menuthatappears.Typetheheightthatyouwishinthedialogboxthatappears
andthenclickOKbuttontoapply.

Insertingrowsandcolumns
I,ClickcellA5tomakeitthecurrentoractivecell.
2.clikinsertthencolumnstoinserta'rowabovecellA5andshiftalltheother
rowsdownward.
OR

ClickinsertthenColumnstoinsertacolumntotheleftofcolumnAandshiftall
theotherstotheright.

NB:Alternatively,clickinsertthencellstodisplaythedialogboxselectthe
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entireroworentirecolumnoptionstoinsertaroworcolumnrespectively.

Globalworksheetformatting
Thewordglobalinthiscasereferstotheentireworksheet.Inordertoformat
thewholeworksheetglobally,itmustbeselectedasawhole.
Twomethodscanbeusedtoselectaworksheetglobally:
1.Clickthetopleftcomeroftheworksheetthathasablankcolumnheaderi.e.
immediatelyontheleftofAandjustaboveI,
OR
2.PressCtrl+Aonthekeyboard.

Noticethatthewholeworksheetbecomeshighlighted.Itcannowbeformatted
asonebigblockusingformatcellscommand.

Usingautoformat
Itallowstheusertoapplyoneofsixteensetsofformattingto&selectedrange
ontheworksheet.Thisquicklycreatestablesthatareeasytoreadandare
attractivetotheeye..
1.Selectarangee.g.B1:G7tomakeitactive.

2.ClickformatthenselecttheautoformatcommandonthemenuthatAppears.
SelectaformatfromtheautoformatdialogboxshowninFigure2.19.
3.Clicktheokbuttontoapplytheformattotheselectedrange.

2.9Datamanagement
Attimes,itbecomesnecessarytouseadvanceddatamanagementtoolsto
managelarge,datastoredona'worksheet.Forexample,iftheworksheethas
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manyrecords,itmaybecomenecessarytoarrangethem inaparticularorder
usingamethodcalledsortingforeasieraccesstodataitems.Othermethodsof
datamanagementincludeuseoffilters,total/subtotalfunctionandforms.

Sorting
Tocarryoutsortingproceedasfollows:

1.Highlighttherangethatyouwishtosortbyclickingitscolumnheaderletter.
2.ClickDatathenSort.NoticethattheSortbyfieldisalreadyreadingthefield
thatyouselected.Thisfieldiscalledthecriteriafield.
3.Selectthefieldtobeusedasthekeyforsortingandthesortorderaseither
descendingorascendingthenclickOKbuttontoapply.

Filteringdata
Filteringisaquickandefficientmethodoffindingandworkingwithasubsetof
datainalist.Afilteredlistwillonlydisplaytherowsthatmeettheconditionor
criteriayouspecify.MicrosoftExcelhastwocommandsforfilteringlists.

1.Theautofilter:Itusessimplecriteriaandincludesfilterbyselection.

2.Advancedfilter:Itusesmorecomplexcriteria.

InthisPupil'sBookwewilllookattheautofilter.

Autofilter
Filterscanbeappliedtoonlyonelistonaworksheetatatime.

1.Clickacellinthelistthatistobefiltered;usuallythelistisinacolumn.
2.OntheDatamenu,pointtoFilter,andthen
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3.Todisplayonlytherowsthatcontainaspecificvalue,clickthearrowinthe
columnthatcontainsthedatayouwanttodisplayasshowninFigure2.21.
4.Clickthevaluethatistobedisplayedbythefilterfromthedrop down
list.e.gintheexamplebelow,theselectedvalueis34.
NB:Sometimeswhilelookingthroughalistofvaluesonalargeworksheet,you
maycometoavalueofinterestandwanttoseeallotheroccurrencesofthe
valueinthespreadsheet.Simplyclickthecellthathasthevaluethenclickauto
filteronthestandardtoolbar.MicrosoftExcelturnsonAutoFilterandthen
filters-thelisttoshowonlytherowsyouwant.

Subtotalsfunction
Considerthefollowingscenario:Acompanythathasmanysalespersons
willneedtoknowhowmucheachofthemshouldbepaidattheendofaperiod
bylookingatindividualsalesvolumes.Also,thegrandtotalforallthepayments
hastobecalculated.Therefore,ifthesalespersonsareheldinalist,therewould
beneedtocalculatetheamountduetoeachofthem.Thiscanbecalleda
subtotalinthelist.Allthesubtotalscanthenbeaddedtogethertomakethe
grandtotal.Considerthefollowinglist:
Name AmountOwed
Stephen ` 6000
Joy 3000
Stephen 2000
Virginia 5000
Joy 800

Stephen 200
Virginia 5000
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MicrosoftExcelcanautomaticallysummarisethedatabycalculatingsubtotal
andgrandtotalvaluesofthelist.Touseautomaticsubtotals,thelistmusthave
labelledcolumnsandmustbesortedonthecolumnsforwhichyouwant
subtotals.Inthisexample,thelistisfirstsortedbyname
1.Clickacellinthelistthatwillhavesubtotalse.g.cellA3.
2.OntheDatamenuclickSubtotals3.Noticethatallthedatarangeisnow
selected.
3.Ineachchangeinbox,selectNamefromthedropdownlistbecausewewant
asubtotalforeachofthenames.
4.IntheUsefunctionboxselectthesumfunctionthenselectthelistforwhich
subtotalswillbeinsertedintheaddsubtotalsboxbycheckingtheappropriate
label.Inthiscaseitistheamountowedfield.
5.Clickokbuttontoapplyandthelistwillnowhavesubtotalsinserted
Totalsfunction
UsetheAutoCalculatefeatureinMicrosoftExceltoautomaticallyshowthetotal
ofaselectedrange.Whencellsareselected,MicrosoftExceldisplaysthesumof
therangeonthestatusbar.Rightclickingthisfunctiondisplaysotherfunctions
likeMin,MaxandAveragethatcanalsobeused.Tofindthetotalofarange,
highlightitthenclicktheautosumicon∑onthestandardtoolbar.

Forms
Aformisaspeciallypreparedtemplatethattheuserscanusetoenterdataina
worksheet.Itisspecificallyformattedtoenableuserstoenterdatainaformat
thatismoreconvenienttothem.Ifdataiscollectedonpaperbeforeenteringin
thecomputer,thenaformcanbecreatedtohavethelayoutofthedataonthe
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papertoquickendataentryprocedures.Todisplayaform:Click'Data,then
form.

2.10Charts/graphs
Charts/graphs are graphics orpictures thatrepresentvalues and their
relationships.Acharthelpsthereadertoquicklyseetrendsindataandtobe
abletocompareandcontrastaspectsofdatathatwouldotherwisehave
remainedobscure.MicrosoftExcelhasbothtwo-dimensionaland3-dimensional
chartsthatcanbeusedinsteadoftherawdatainthetablethathasto-be
studiedforalongtimetounderstandit.

Thevarioustypesofchartsavailableincludecolumn,bar,line.Pie,bubbleand
areachartsamongothers.Considercarefullythetypeofchartthatwouldbest
representthebasedataintheworksheetbeforecreatingone.Forexample,if
theaimistodepicttheperformanceindexofastudentfromFormI-to3,aline
chartwould bemostappropriatebecause itclearlyshowsthe trend in
performance.

Typesofcharts
1.Linechart-representsdataaslineswithmarkersateachdatavalueinthex-
yplane.
2.Columnchart-representsdataasaclusterofcolumnscomparingvalues
acrosscategories. .
3.Barchart-datavaluesarrangedhorizontallyasclusteredbars.Compares
valuesacrosscategories.
4.Piechart-itdisplaysthecontributionofeachvaluetoagrandtotal.
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5.Scatterchart-comparespairsofvaluesonthesameaxis.
Toviewtypesofcharts,rightclickthechartobjectthenselectthecharttype

command.

Creatingachart
Achartmustbebasedonvaluesthatarealreadyenteredintheworksheet.

Tocreateachart:
1.Selecttherangeofvaluesforwhichyouwanttocreateachart.

2.ClicktheChartwizardbuttononthestandardtoolbarandthechartwizard
dialogboxwillopenasshowninFigure2.25

3.Clickthetypeofchartyouwishto.create.Iftheofficeassistantappears,close
it.Thechartsub-typepreviewwillshowseveralstylesoftheselectedcharttype.
4.ClicktheNextbuttontomovetothedialoginFigure2.26.
5.ClicktheSeriestabthenthecollapsedialogbuttononthelabelstextbox.
Thiswillshrinkthedialogboxsothatonlythecategorylabelstextboxisshown.
Highlightthedatalabelsfromtheworksheet.
6.ClicktheExpanddialogbuttontobringthefulldialogboxintoviewthenclick

the:Nextbutton.Instep3ofthewizard,usetheappropriatetabstotypethe
titleofthechart,showalegend,selectwhethertodisplaygridlinesornotetc.
AfteralltheseclicktheNextbutton.'

7.Atstep4determinewhetherthechartwillbeinsertedinthecurrent
worksheetoranewworksheetthenclickFinishbutton(Figure2.27).

Movingandresizingachart
Oncethechartiscreated,itssizeandlocationcanbechangedintheworksheet.
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Thechartelementisenclosedinsideaboundarycalledthechartareaandhence
bothcanberesizedindependently.Simplyclicktheobjectyouwishtoresizeand
usetheobjecthandlesjustlikeinobjectstodragtosize.Tomovethechart,
clickinsidethechartareathendragtothedesiredposition.

Dataranges
Adatarangeisarectangularblockofcellsthatprovidesthebasedatathatis
usedtocreatethechart.Incharting,adatarangeisreferencedasanabsolute
rangee.g..

=Sheetl!$B$2:$C$8whichmeansthatthebasedataisfoundonWorksheet1
andabsoluterangeB2:C8.

Toseethedatarangeofachart,rightclickitthenselecttheSourcedata
command..

Labels
Eachrepresentationofdataonachartcaneitherbelabelledbyavalue
ortextlabel.Forexample,inabarchartthatcomparestheheightofpupils,each
barcanbegivenavaluelabeltomakeitmorereadable.

Tolabel:

1.RightclickthechartthenselecttheChartoptionscommandfrom
theshortcutmenu.

2.Clickthelablestabandchoosewhetheryouwantvalueortextlabelsthen
clickOKbuttontoapply. .
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Headingsandtitles
Eachchartmusthaveaheadingshowingclearlywhatitrepresents.ToImake
thechartunderstandable,includeaxistitles.

.Toincludeaxistitlesproceedasfollows:
1.Rightclickthechartthenselectthe.Chartoptionscommand.

2.ClicktheTitlestabthentypethecharttitle(heading).Andaxistitles
respectively.
3.ClickOKbuttontoapply.

Legends
Thelegendislikeakeythatexplainswhateachcolourorpatternofthedata
representationinthechartmeans.Forexample,MicrosoftExcelmaygivered
colourtoonedatavalueandgreentotheother.Withoutalegenditwouldbe
difficulttoknowhowtodifferentiatethetwosetsofvalues.

:Tocreatealegend:
.1.RightclickthechartthenselecttheChartoptionscommand.
2.Clickthelegendstabandspecifythatitbedisplayedinthechartarea.
3.ClickOKbuttontoapply.

2.11

Printingworksheets
Aworksheetwillfinallybeprintedforsharingwithothersorforfilingpurposes.
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Ifitcontainsobjectslikecharts,itmaynotfitonastandardprintingpageusing
thedefaultprintingoptionsandsettings.Therefore,MicrosoftExcelallowsthe
usertopreviewandsetupthepagesofa'worksheetinordertofitthemonthe
hardcopypage.

Pagesetup

1.Click.FilemenuoptionthenPagesetupcommandtodisplaythepagesetup
dialogbox.. .

2.OnthePagetab,selecttheorientationofthepage.Studythemeaningsof
eachbuttonsandoptionsinFigures2.28.
3.Aftermakingthenecessaryselections,clickOKtoapply.

Printpreview
Itdisplaystheworksheetfromthepointofviewoftheprinteri.e.exactlythe
wayitwilllookwhenprinted.Beforeusingthiscommand,makeIsurethechart
isdeselected.
1.ClickthePrintpreviewbuttononthestandardtoolbar.

2.Theworksheetwillbedisplayedintheprintpreviewwindowwiththestatus
barreadingpreview.
3.ClickSetuptostartthepagesetupdialogbox.Toclosethepreview,clickthe
Close.Button.
IPrintoptions

ToprintclickFilethenPrintcommand.Theprintdialog,boxappearsasshown
inFigure2.29.
1.Selectprinter-thenameboxinthisdialogboxenablesapersontoselectthe
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printerthatwillbeusedtoprintthedocument.Alltheprintersthatareinstalled
onthecomputerwillbeavailablehere.

2.Theprintwhatoptionsare:
(a)Selection-thisprintstheselectedworksheetarea.
(b)Workbook-printsalltheworksheetsintheworkbook.
(c)Selectedchart-printstheselectedchartonly.

Pageorientation
Asexplainedearlier,pageorientationreferstothelayoutofthetextonthepage.
Aworksheetcanalsobeprintedoneitherlandscapeorportraitdependingon
thenumberofcolumnsacrosstheworksheet.

Pagesandcopies .
Thenumberofcopiesboxspecifieshowmanycopiesofaparticularworksheet
orworkbookshouldbeprinted.

Sometimesonlysomespecifiedpagesinaworkbookarespecifiedforprinting
e.g.ifaworkbookhas100pagesandyouwishtoprintonlypages50to60
selectthepage(s)rangebuttonthentype50and60inthefrom,toboxes
respectivelybeforeclickingtheOKbutton.

Printing
Afterselectingalltheoptions,clicktheOKbuttontoprint.

Somecommonprintingproblems
1.Amessageappearsonthescreensayingthattheprinterspecifiedcouldnot
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befoundinthedirectory.

Possibleproblemsandsolutions
(a)Theprintercouldbeoff.Switchitonanditwillstartprinting.

(b)Thedatacabletotheprintercouldbeloose.Makesureitisfirmattheports.

(c)Thewrongprintercouldhavebeenselected.Selecttherightoneintheprint
dialogboxandsendtheprintjobagain.

(d)Amessageappearsonthescreenreadingthatthereispaperjam. I

Theprinteriscloggedwithapaperjam.Alertthelab,technicianortheTeacher
toclearthepaperjam.
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DATABASES

Chapteroutline

3.1Introductiontodatabases
3.2Databaseconcepts
3.3Dataorganizationinadatabase
3.4CreatingadatabaseusingMicrosoftAccess
3.5Editingadatabase
3.6Formdesign
3.7searchingforspecificrecordsinadatabase
3.8Creatingreports
3.9Creatinglabels

Introductiontodatabases
Weareoftenfacedwiththeneedtokeep,searchfororgiveareportofdaily
experiences.Thisisthereasonwhymanypeopleusedatastoragemethodslike
recordingdailyexperiencesinadiary.Traditionally,humanbeingsusedto
managedataandinformationmanuallybyusingsimpledevices.Howeverthese
methodshaveanumberofweaknesseswhichinclude

1.Unnecessaryduplicationofdata
2.BoredomandtimewastingespeciallywhensearchingforaParticularitem.
3.Misleadingreportsduetopoordataentryandorganisation
4.Poorupdateofrecordsetc.
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Today,computerized systems have radically changec4the way data and
information is managed by use of specialprograms called Database
ManagementSystem(DBMS).

Adatabaseisacollectionofstructuredandrelateddataitemsorganisedsoas
toprovideaconsistentandcontrolledaccesstotheitems.

Databaseconcepts .
ComputeriseddatabasecreationandmanipulationisachievedusingDatabase
ManagementSystemsoftware.Thissoftwarefacilitatesthecreation,
organisationandmaintenanceofdatabases.Examplesofdatabasemanagement
software’sincludeMicrosoftAccess(MsAccess),Oracle,FoxPro,Dbase/V,
LotusApproachetc.

Thefunctionsofdatabasemanagementsoftwareareto:
1.Allowtheuseraddordeleterecords.
2.Updateormodifyexistingrecords.
3.Organisedataforeasyaccess,retrievalandmanipulationofrecords.
4.Actasaninterfacebetweenadatabaseandotherapplicationprograms.
5.Ensuresecurityforthedatainthedatabasebysafeguardingitagainst
unauthorizedaccessandcorruption(damage).
6.Keepstatisticsofdataitemsinadatabase.
Databasemodels

Databasesareclassifiedaccordingtothemethodusedtoorganisedata.The
maindatabasemodelsare;
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1.Flatfile 2.Hierarchical
3.Network 4.Relational

NB:Currentdatabasemodelsarecalledobjectrelationalandobjectdatabases.
Howeverthesemodelswillnotbediscussedindetailsinthisbook.

Flatfiles

Inaflatfilemodel,adatabaseholdsonlyonesetofdataandisnotanydifferent
fromthemanualfiles.Forexample,theteacher'sassessmentreportmayconsist
ofperformancecardsforeverystudentinaclass.Anotherexampleofaflatfile
databasearethecardsusedinalibrarybookscatalogue.Thecardsarearranged
sequentiallyforeasyaccesse.g.alphabeticallyusingbooks'titlesorbyauthors'
names.Figure3.1belowisasamplerecordofaflatfile.
Name SerahSeki
Admission
number

649

Totalmarks 680
Numberof
subjects

10

Average 68
Position 4
Fig.3.1:Samplerecordinaflatfile

Hierarchicalmodel
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Inthismodel,dataitemsarearrangedinhierarchical(tree)form asshownin
Figure3.2.Toaccessleveltwodataitems,youhavetofirstaccesslevel1data
items.Level1itemiscalledtherootcomponent.Aspecificsinglepathleadsto
eachitematlowerlevels.Hierarchicalmodelisrarelyusedinmodemdatabase
systems.

Level1maindataitem
Path

Level2dataitem

Fig.3.2:Hierarchicaldatabasemodel

Networkmodel

Inthistypeoforganisation,linksareusedtoexpresstherelationshipbetween
differentdataitems,forminganetworkofitemsasshowninFigure3.3.Access
tooneitemcanbethroughmultiplepathsandfromanyitem.Thismodelisalso
rarelyusedinmodemdatabasesystems.

Fig3.3:Networkdatabasemodel

Dataitem2
Dataitem1

Dataitem3

Dataitem4
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Relationalmodel
This is the mostcommon type ofmodelused on minicomputers and
microcomputers.Inthistypeoforganisation,relateddataitemsarestored
togetherinstructurescalledrelationsortables.Relationshipcanbecreated
betweentablessuchthatarecordorrecordsfromonetablerelatestoanother
orotherrecordsinanothertable.Tables3.1and3.2showcustomersandorders
tablesthatarerelatedbytwofields;thecustomernumberinTable3.1and
customerIDinTable3.2.Inthiscase,theorderstableshowsthatonecustomer
withnumber450(BatHori)hasmadeseveralorders.

Customer
Number

Name Telephone
number

900 MaryKoech02078907
230 Peter

Karimi
0667896

450 BatHori 04456000
Table3.1:Customer
number

Customer
ID

Order
Number

Date Amount
(sh)

90
0

2380 2/3/200
4

90000

45
0

811 2/5/200
4

5000

'-45
0

234 .
3/5/200

13000
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4
45
0

567 3/6/200
4

13000

Table3.2:CustomerID

Objectorientedmodels .!
Thenextgenerationofdatabasemodelwilllookatrecordsasobjectsthatare
independentandrelatewiththeotherobjectsinthedatabase.Thisconceptisa
bitdifficulttoconceptualisebecausesuchdatabasesarestillatdevelopmental
stage.However,manydatabasestodaycombineobjectandrelationalconcepts
tocomeupwithobjectrelationmodels.

Featuresofadatabasemanagementsoftware
Mostdatabasesoftwarecontainsacollectionoffeaturesthatprovidestheuser
with ameansto manipulatedatain adatabase.Thesefeaturesinclude
Tables/files,Queries,Reportsgenerators,Form interfaceand acomputer
programminglanguagewithinit.MicrosoftAccessdatabasesoftwarethatwill
beconsidered in thisbookhastwo distinctfeaturesused to automate
operationsnamelyMacrosandModules.

Tables/filestructure
Thisisadatabasestructurethatisusedtoholdrelatedrecords.Tablesare
organisedinrowsandcolumnswitheachrowrepresentingarecordwhileeach
columnrepresentscommonfieldsineachrecord.Table3.3showsatableofsix
recordsandeachrecordismadeupoffourfields.
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FIRST
NAME

MIDDLE
NAME

LASTNAMEADDRESS

MBUGUA STEPHEN KIMANI 250
KERUGOYA

ADERA NELSON ODUOR 396HOMA
BAY

MARGARE
T

JUDY WEKESA. 761NAIROBI

GATO PATRICIA MUILA 170TALA
MWELU LUCY. MWENI 390

KANGUNDO.
KOECH PETER KORIR 605KERICHO

Table3.3:Tableofsixrecordsandfourfields

Queriesandquerylanguage

Aqueryisadatabasetoolusedtosearchfororquestionadatabaseonspecific
records.Becauseaqueryisaquestionposedtothedatabase,itreturnsaresult
fortheuser.InMicrosoftAccess,thisresultiscalledadynaset.Forexample,
assumeyouworkwiththeNationalIrrigationBoard(NIB),youmaywishto
displayallthosefarmersfromMweaRiceIrrigationSchemewhodeliveredricein
JanuarytotheNationalIrrigationBoard.Youcanuseaqueryobjector
statementstogettherequiredrecords.
Thequerystatementsarewrittenusingaspeciallanguagecalled
Structured QueryLanguage(SQL).Theusercreatesa,querybywriting
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Structurequerylanguagestatementssuchas:
Select
FarmerNumber,Name,MonthofDelivery
From

DeliveryTable
Where
MonthofDelivery="January"

Forms/screeninput

Aformisagraphicalinterfacethatresemblestheordinarypaperformsusedto
collectdata.However,adatabaseformenablestheusertoviewandenterdata
intoatable.Figure3.4showsasampleformusedforenteringastudent'smarks
scoredinfoursubjectsand.thedateofadmission.Forminterfaceisamore
convenientandeasywayofenteringandviewingrecordsfromatable.

Reports

Mostdatabasesystemsprovidetheuserwithatoolforgeneratingreportsfrom
anunderlyingtableorquery.Itisthereportgeneratorthatprovidestheuser
withameanstospecifytheoutputlayoutandwhatistobeoutputorprintedon
areport.Table3.4showsasamplereportforemployees'salaries.
NetPayReport

fayrol/no.Last.Name FirstName...Basicsalary PAYE Net
salary.
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07 WanguiGrace sh80,000.00 Kshs7,300.00 sh72,700.00
09 OchiengMbengash37,000.00 Kshs3,800.00 sh33,200.00
13 MumbuaPeter sh22,000.00 Kshs2,300.00 sh19,700.00
20 Mbuvai Sicily sh60,000.00 Kshs5,700.00 sh54,300.00

Table3.4:Samplereport

Macros

Somedatabasesoftwareprovidestheuserwithatoolcalledamacro,thatcan
beusedtoautomatefrequentlyperformedproceduresortasks.Forexample,if
youfrequentlyuseaparticularform whenyoustartadatabaseprogram,you
needtocreateamacrothatautomatestheopeningoftheform.

Programmingmodule

Whenyourdatabasebecomesmoreandmorecomplex,youmayneedamore
powerfultoolthanthemacrostoautomateyourdatabaseoperationsfurther.
Somedatabasesoftwarecomewiththeirowncomputerlanguagesassociated
withthem.ForexampleMicrosoftAccesscomeswithalanguagecalledVisual
BasicincludedasaModuleinthesoftware.Usingthisfeature,youcancreatea
program thatwillprintaqueryresultoverandoveragainuntilacertain
conditionistrue.Thiscanbeillustratedusingasimplestatementlike;

PrintStudentReportuntilNumberofStudents=40(Notarealcommand
anyway).
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NB:Forthepurposeofthisbook,onlytables,forms,queriesandreports,have
beencovered.

Dataorganisationinadatabase

Oneofthefunctionsofadatabasesystemistoorganisedataforeasyaccess,
retrievalandmanipulation.Dataisorganisedfrom thesimplestfQfll1calleda
fieldtoaverycomplexstructurecalledadata,base.

Fields
Afieldisacharacteroralogicalcombinationofcharactersthatrepresentdata

item.Forexample,inaclasslist,thestudentnameisafield.

Records
Thisisacollectionofrelatedfieldsthatrepresentasingleentity.Anexampleof
arecordisthestudentreportcardthatmaycontainthe.student'sname,
admissionnumber,class,totalmarks,averageandgrade.

Files/tables
Afileisacollectionofrelatedrecords.Forexample,thestudents'fileinaschool
databasecontainsthedetailsofallthestudentsintheschool.

Database
Thisisthehighestindataorganisationhierarchythatholdsallrelatedfiles'or
tables.Forexample,aschooldatabasemaycontainstudentsandstaff
tables/files.
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CreatingadatabaseusingMicrosoftAccess
MicrosoftAccess(MsAccess)isapackageinMicrosoftOfficesuiteusedfor
creatingandmanipulatingdatabases.BecausetherearedifferentversionsofMs
AccesssuchasMsAccess95/97/2000andXP,ageneralapproachforcarrying
outtaskshasbeenadoptedinthisbook.Howevermostoftheillustrationsare
basedonAccess2000inordertomaintainconsistency.

StartingMicrosoftAccess
1.FromWindowsdesktop,clickthestartbutton.
2.Select.MicrosoftAccessfromtheprogramsmenu
3.InthedialogboxthatappearswhenMicrosoftAccessstarts,clickBlank
AccessdatabaseasshowninFigure3.5thenOK.

4.TheSaveAsdialogboxappears.SeeFigure3.6.Thisletsyouspecifythename
andlocationwhereyourdatabasewillbestored.ClickCreatetosavethe
database.

5.MicrosoftAccessdatabaseobjectswindowisdisplayedfromwhichIyoucan
choosethetypeofobjecttocreatesuchastables,forms,queriesetc.

MicrosoftAccessscreenlayout
Liketheotherapplicationsdiscussedearlier,MsAccessapplicationWindowhas
atitlebar,menubar,toolbarsandstatusbar.Howeverinsteadofhavingawork
arealikethatofMsWordorExcel,itprovidestheuserwithanobjectwindow
fromwhichyouchoosethetypeofanobjecttoworkwithsuchastables,forms,
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reportse,tc.SeeFigure3.7.

.ExitingfromMicrosoftAccess
BecauseMicrosoftAccessconsumesalargeamountofcomputermemoryitis
advisabletoexitfromtheapplicationatendofeachworkingsession.

Toexit:

FromtheFilemenu,clickexittheclosebuttononthetitlebar.

Guidelineondesigningagooddatabases
Todesignagooddatabasewhichwillrequirelittletimetomaintain,considerthe
following:

1.Carefullystudytherequirementsoftheuserinordertodefineallthedata
inputs,outputsandrelationshipsrequired.
2.Designadraftdatabaseonthepapertodeterminethenumberof filesor
tablesrequired.
3.Dividetheinformationintoseparatefields,recordsandtablestoallow
flexibilityinmanipulatingthedatabase.Thisprocessofdividinginformationinto
independenttablestoavoidrepetitionofdataentriesitemsisreferredtoas
normalizingadatabase.
5.Defineafieldforeachtablethatwillbeusedtoidentifyeachrecorduniquely.
Thisfieldisreferredtoasaprimarykey
6.Givethemostimportantfieldsthefirstprioritywhenconstructingatable
structure.Importantfieldsarethosethatareusedinsorting'andqueryingthe
database. "
7.Designdataentryformsneededforthedatabase
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Creatingatable/filestructure
Todefineatablestructure:
1.FromtheMicrosoftAccessobjectswindow,clickthetablestabthennew
2.FromNewtabledialogbox,selectDesignViewFigure3.8appears.:

3.usingthegriddisplayed,enterauniquenameforeachfieldinthetable.A
fieldnamemuststartwithaletterandcanbeuptoamaximumof64characters
includingletters,numbers,spacesandpunctuation.

4.Choosethecorrectdatatypebeforeaddingthenextfield.Bydefault,Ms
AccessinsertsTextasadatatype.Figure3.8showsvariousdatatypesusedin
MsAccess.
6.Tosavethetable,clicktheSavebuttononthestandardtoolbarorsavefrom
thefilemenu.
7.AccesswillaskyouwhetheryouwanttocreateaPrimaryKey,clickYes.

Descriptionoffielddatatypes
Thetypeofdatatobeusedinadatabasemustbeclearlydefinedforthe
purposeofmanipulationandstorage.Forexample,ifafieldistobeusedfor
calculation,itmustbedefinedasanumber.ThedatatypesallowedinMsAccess
include:

Text
Thistypeincludesalphabeticletters,numbers,spacesandpunctuation.Usethis
datatypeforfieldsthatdonotneedtobeusedforcalculationssuchasnames,
places,identificationnumbersetc.Thistypeoffieldaccommodatesamaximum
of255characters.
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Number
Thesearefieldsmadeupofnumericnumbers0to9thataretobemanipulated
mathematically.

Memo
Thisisafieldmadeupofalphanumeric(bothalphabeticandnumeric)data.
InsteadofusingTextusethisdatatypeifyouneedtoenterseveralparagraphs
oftextbecauseitaccommodatesamaximumof32000characters.

Date/Time
Usedtoidentifyafieldaseitheradateortime.Thisisbecausedate/timevalues
can bemanipulated mathematicallyin adatabase.Forexample,you can
calculatetheageofapersonfromthedateofbirthtothecurrentdata.
Currency
Usedtoidentifynumericvaluesthathavedecimalsorfractions.Usethisdata
typeespeciallywhendealingwithmonetaryvaluessuchasfeesbalance,amount
soldetc.

AutoNumber
ThisisanumericvalueusedifyouwishMsAccesstoautomaticallyincrement
thevaluesinafield.Forexamplewhenenteringalistoffortystudentsandyou
haveafieldlabelledStudNumber,thenumberswillincreasebyoneeverytime
youenteranewrecord.

Yes/No
Thisisalogicalfieldwhereanentryiseitherayesorano,trueora
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false.Forexampleafieldmayrequireyoutoanswerwhetheryouareamaleora
female.

OLEObject
OLEstandsforObjectlinkingandEmbedding.Thistypeoffieldismostlyused
withgraphicaluserinterfaceapplicationsforinsertinggraphicalobjectssuchas
pictures,drawingschartsetc.----

Fieldproperties
Asyoucreatemoreandmorecomplextables,youwillfindaneedtousethe
fieldpropertiestospecifyfinerdetailsrelatedtofieldsandthetableentries
expected.Thefieldpropertiesdependonthetypeof-thefieldselected.For
examplewhenyouclickonaTextfieldthentheGeneraltabyouwillsee
propertiesassociatedtotextdatatypeasshowninFigure3.9.Thevarious
propertiesare:

Fieldsize
Thisallowstheusersetthenumberofcharactersinafieldinsteadofthedefault
50fortextfieldsfornumericfield’sintegerandlonginteger,Byte,Singleand
Double.
Integerandlongerinteger:Acceptnumberswithnodecimals.
Byte:Canonlyacceptanumberfrom0-255.
Singleanddouble:Acceptnumberswithdecimals.Singleaccommodatesupto
38decimalplaceswhiledouble,accommodatesupto308.

Format
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Determineshowinformationappearsonthescreenandwhenprinted.For
example,youcanformatanumbertoscientific,currency,percentageorgeneral
format.

Decimalplaces
Fornumberandcurrencyfieldsyoucanspecifythenumberofdecimalplaces.
Inputmask ,
Inputmaskautomaticallyformatsthefieldentryintoaspecifiedformat.For
example,ifyouenteranumbersuchas02000I00409874andtheinputmaskis
setas000-(00000)-000000,itisautomaticallydisplayedas020-(00100)-
409874.Thispropertyismostlyusedtoformatphoneandaddressentries.

Caption
Thisisamoredescriptivenameforafieldtobeusedinatableoraformdisplay.
ForexamplethecaptionforStuNamecouldbeStudentName.

Defaultvalue ,
Thisisavaluethatwillappearautomaticallyinthedatasheetorformif'
nothingisenteredbytheusertochangeit.Forexample=Date-()
automaticallydisplaysthecurrentdateinadatefield.

ValidationRule
Logicalexpressionrestrictsthevaluestobeenteredinafield.'Forexample,if
youwanttorestrictmarksenteredinafieldtovaluesbetween
,zeroandahundred,type>=0And<=100.

ValidationText
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Themessagethatappearsoncethevalidationruleisviolated.Forexample,you
maycreateavalidationtextfortheabovevalidationruleItodisplay"Entera
numberbetween0and100"whenevertheuserentersIavalueoutsidethis
range.

Required
Determinesifanentrymustbemadeinthefieldbeforeyouproceedtothenext
fieldorrecord.Forexample,ifaprimarykeyisrequired,youmustenterbefore
youproceed.

AllowZeroLength
ThisallowstheusertoproceedwithoutmakinganyentryinthefieldsetasZero
length.

Indexed
AnIndex,facilitatestheorganisationofrecordsforeasysearch.Aprimarykeyis
anexampleofanindexsettoNoduplicatestocontroldoubleentryofarecord
(redundancy).

PrimarykeyandIndexes

Anindexisadatabasefeatureusedtospeedupsearchandsortoperationsina
table.Akeyfieldalsoreferredtoasaprimarykeyisaspecialindexthatenforces
uniquenessinatablesothatonerecordisnotenteredtwice.

MsAccessusestheprimarykeytosearchfordatastoredinatableaswellas
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definerelationshipsbetweentables.Onceafieldissetasprimarykey,its
datasheetisautomaticallyindexedorsortedusingtheprimarykey.
Tosetaprimarykey:
1.Openthetableindesignview.

2.Selectthefieldyouwanttosetastheprimarykeybyclickingintherow
headertotheleftoftheFieldName.

3.ClickSetPrimarykeybuttononthetoolsbar.Akeyshouldappearontheleft
ofthefieldnameasshowninFigure3.10.

Toseeanotherfieldasanindexotherthantheprimarykey:1.Openthetablein
designview.
2.Ensurethatnonofthefieldsisselectedasaprimarykey.

3.ClicktheIndexesbuttononthetoolbarthatislocatednexttotheprimary
key.TheindexdesigngridisdisplayedonthescreenasshowninFigure3.11.
4.Intheindexnamecolumn,typeinthenameyouwanttogivetotheindex.
5.IntheFieldNamecolumn,clickthecelltodisplayadropdownlist.Fromthe
dropdownlist,selectthefieldtouseasanindex.
6IntheSortOrdercolumn,selecteitherascendingordescending.
7.Inthelowerportion,specifywhetheryouwanttomakethefieldaprimarykey
byselectingyesforprimaryandunique,andIgnoreNullstoensurethatdatais
enteredintothefieldbeforeproceeding.
8.Closethedialogbox.

Enteringdataintoatable

Toenter/appenddataintoatable:
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1.Openthedatabaseinwhichthetableislocated

2.ClicktheTablestabthendoubleclickthetableyouwanttoaddrecordsto.

3.Entereachrecordfieldbypressingthetabkeytomovetothenext.Onceyou
reachtheendoftherecordandmovethecursortoanewrowtheprevious
recordisautomaticallysaved.

Editingadatabase

ModifyingtheDatasheetview

Toadjustthecolumnsize:

1.Pointtothecolumnborderbetweenthefield'sheaderthendragtothe
requiresize.
2.Alternatively,clickontheformatmenuthenpointtocolumnandclickon
width
3.Typethedesiredwidth
Toadjustrowheight
1.Pointtotheborderbetweentworowsintherowheaderandthendrag.
2.Alternatively,useformatmenu,thenRowheight.
Toreorderfields:

1.Selectthecolumnofthefieldyouwishtomovebypointingtothedesiredfile
name.
2.Dragthecolumnrightorlefttothetopofthefieldwhereyouwantyourfield
toappearandthendrop.
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Modifyingthetablestructure

Onceyoucreateatable,youmayneedtoaddmorefields,removesomefields,
reorderthefieldsorchangefieldsdatatypesandproperties.Beforeyoumodify
thetableitisimportanttosaveacopytoavoidlosingeverythingincaseyou
makeamistake
Tomakeacopyofyourtable:
1.Fromthefilemenu,clicksaveas/export

2.From thedialogboxthatappears,choosewhethertosavetoanother
(external)databaseorthecurrent.
3.TypeanewnameforyourtableandclickOK.
Tomodifytheoriginaltable:

1.Openthetableindesignviewbyclickingthebuttonthatlookslikeapencil
andasetsquareplacedontheedgeofaruler.
2.Selectthefieldorfieldstobemodifiedandmakethenecessarychanges.
3.ClicktheSavebuttontosavethechanges.

NB:Ifatablecontainsdataandyoumakechangestothefielddatatype,Ms
Accessmayrefusetoimplementthechanges.Toavoidthisproblem,exit
withoutsavinganddeletealltherecordsfrom thetablethenreturntothe
designview.Youcanthenimportacopyorcopiesoftablesyoubackedup.
Toimportatablefromanotherdatabase:
1.FromtheFilemenu,pointtoGetExternalDatathenclickImport

2.Fromthedialogboxthatappears,selectthedatabaseyouwishto
importdatafromthenclicktheImportbutton.Objectsdialogboxisdisplayedas
showninFigure3.12.
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3.Fromtheobjectsdialogboxdisplayed,clicktheTablestab
4.Selectthetable(s)youwishtoimportthenclickOK.

Formdesign

Tablesdisplaymanyrecordsatoncefromthedatabaseandinsomecasesyou
maynotbeabletoseesomefieldsproperly.Aformisaninterfacethatenables
theusertoviewandmakedataentriesintoanunderlyingtablemoreeasily.
Figure3.13showsasampleformusedtoenterrecordsintoabookstable.

InMicrosoftAccess,aformisdesignedusinggraphicalobjectscalledcontrols.A
controlisanobjectsuchasatextbox,checkbox,commandbuttonorshapes
thatyouplaceonaformdesigngridtodisplaydataorperformactions.There
aretwotypesofcontrolsyoucanplaceonthegrid:boundandunboundcontrols.
Aboundcontrolisonewhosesourceofdataisafieldinatableorquerywhile
unboundcontrolisacontrolthatisnotconnectedtoanydatasource.

Youdesignormodifyaformlayoutbydraggingthesecontrolstotherequired
position.Figure3.14showsaformlayoutgridforatablecalledexamentry.

Creatingaformlayoutusingformwizard

Tocreateaformlayout,youcaneitherusetheformwizardorstartfrom
scratch.Usingtheformwizardyoucancreateeitheracolumnar,atabulara
datasheetorajustifiedformlayout.

Columnarform:Thefieldsforeachrecordaredisplayeddownacolumni.e.each
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valuedisplaysonaseparatelinewithfieldlabelstotheleft.Tabular:Recordsare
displayedfromlefttorightacrossthepageandlabelsappearatthetopofeach
columnandeachrowrepresentsanewrecord.
Datasheet:Theformresemblesatabledatasheetview.
Justified:Onerecordoccupiesthewholeform.
Tocreateaformusingtheformwizard:

1.Openthedatabaseforwhichtheformistobecreatede.g."EMPLOYEES"
2.ClicktheFormtabthen,New.FromtheNewformdialogboxthatappears,
clickFormWizard.
3.SelectthetableyouwanttocreateaformforthenNew,Adialogboxappears.
4.Clickthenameofthetableorquerythatincludesthedatayouwanttoadd
intotheform,andthenclickOK.
5.Fromthefieldslistwindow,selectthefieldstoaddintotheformbyclicking
the>buttonorclick>>toaddallfieldsthen
6.Fromthelayoutdialogbox,selectthelayoutyouwishtousee.g.Standard
then.clickNext.
7.IntheFormtitledialogbox,typethenameoftheformthenclickFinish.Ms
Accesswillautomaticallydisplaytheformonthescreen.

Creatingaformusingautoformwizard

YoucaneasilycreateaformusingtheAutoformwizard.Thiswizardcreatesa
formforyouautomaticallybyaskingyouveryminimalquestions.Theform
includesallthefieldsfromtheselectedtable.

Toconstructanautoformtabular.
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1.Makesureyourdatabaseisopen
2.ClicktheFormtab,thenNew.
3.Inthenewformdialogbox,selectanautoformlayoute.g.columnar
4.Inthe"Choosethetableorquerywheretheobjectdatacomes"selectthe
tableyouwishtocreateaformforthenclickOK.Theformwithallfieldswillbe
displayed.
5.ClicktheSavebuttontosavetheform.

Creatingaformfromscratch

1.Openyourdatabase
2.Inthedatabasewindow,clicktheFormtabthenNew
3.FromtheNewformdialogbox,selectDesignview
4.Inthe"Choosethetableorquerywherethe-objectdatacomes"selectthe
tableyouwishtocreateaformforthenclickTheformwithallfieldswillbe
displayed.
Toaddcontrolsontothegrid:

1.ClicktheViewmenu,then.Fieldlistcommand.Thetableyouselectedfields
listisdisplayed.
2.Draganddropeachfieldandarrangethemonthegrid.
3.Savetheformbyclickingonthesavebutton.

Datamanipulatinginaform

Addinganddisplayingrecords
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Theformprovidestheuserwithnavigationbuttonslocatedatthebottomthat
canbeusedtonavigatetheform
Thefunctionsofthebuttonscanbesummarizedfromlefttorightasfollows
1.Displaysthefirstrecordinthetable
2.Displaysthepreviousrecord.
3.Displaysthenextrecord
4.Displaysthelastrecord.
5.Addanewrecord.

Formattingfields/controlsinaform
Toformatfieldsinaform;
1.Opentheformindesignview

2.Toresize,clickthecontrolsthenpositionthepointerontheoutlineofthe
controlthendragtotherequiredsize.

3.Tomove,clickthecontrolandpositionthepointerontotheplaceholderor
insidethecontrolthendragtotherequiredlocation.

Searchingforspecificrecordsinadatabase
Onemajorreasonforuseofacomputeriseddatabaseistheabilitytosearchand
retrievespecificinformationmoreefficiently.Ratherthansearchingthrough
endlessfilingcabinets,yousimplyenteraninstructionandletthedatabasedo
therest.Tosearchfordatainadatabase,MsAccessprovidestheuserwithtwo
searchtools:
1.Findcommand 2.Queries'
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Usingthefindcommand
Withalargedatabase,theFindcommandsavesyourtimewhenyouneedto
movearecordpointertoaparticularrecord.
Tosearchforarecord:

1.FromEditmenu,clickFind.Thefinddialogboxappearsinwhichyouspecifythe
fieldyouwanttosearchforinthe"FindWhat"boxasshowninFigure3.16.

2.TypethenameoffieldyouwishtosearchforintheFindWhattext box..
3.IntheSearchbox(Figure3.16),specifywhetherto:
(a)SearchAll
(b)SearchDowntoupor
(c)Searchuptobottom
4.Inthematchbox,youcanselectoneofthematchtypes:

(a)Anypartoffield-Aslongasastringofcharacterstobesearchedare
presentinaword,thenallthewordshavingthestringwill
besearchede.g."Berg"findsBerger,inselbergetc.
(b)WholeField-Searchesforthewholefieldforexample,"Berg"
willnotreturnBerger,inselbergbutspecificallybergifitisin thedatabase.
(c)StartofField-Specifiesthat,thesearchedwordshouldstart with the
specifiedsearchstringe.g."Berg"
5.Insearching,youcanalsocheckoruncheck;
(a)Matchcase-Findsonlytextthathasthesamepatternofupper and
lowercaseastheonespecifiedintheFindWhatbox.
(b)SearchFieldAsFormatted-Select(check)tofinddatabasedonitsdisplay
formate.g.'adatestoredasanumber1/5/98but
displayedas05-Jan-98
(c)SearchOnlyCurrentField:-Selecttosearchthroughallrecordsforthe
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currentfieldonly.
6.AfteryousetthesearchconditionsclicktheFindFirstbutton.
7.Ifyouwanttosearchforthesecondrecordorotherrecordswiththesame
field,clickFindNextbutton.

Youcanuseawildcarde.g.asterisks(*)ifyouarenotsureofthecorrectsearch
wordthatwillfindallrecordsthatmatchthespecifiedsearchstring.For
example,ifyouwishtosearchforallnamesthatstartwithletter"J"inaschool
database,typeJ*.AllnamesthatstartwithJe.g.John,JaneJoy,Joyceand
Jameswillbedisplayed.

UsingQueries
Queriesarethefastestwaytosearchforinformationinadatabase.Aqueryisa
databasefeaturethatenablestheusertodisplayspecificrecordsaswellas
perform calculationsonfieldsfrom oneormultipletables.Youcananalysea
tableortablesbyusingeitheraselectqueryoranactionquery.However,only
theselectquerieswillbediscussedindetailinthisbook

Selectquery
Thisisthemostcommontypequeryusedforsearchingandanalysingdatain
oneormoretables.Selectqueryletstheuserspecifythesearchcriteriaandthe
recordsthatmeetthosecriteriaaredisplayedinadynaset

Actionquery
Thesearequeriesthatareusedtomakechangestomanyrecordsonce.They
aremostlyusedtodelete,update,addagroupofrecordsfromonetableto
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anotherorcreateanewtablefromanothertable.

ThefourtypesofaactionqueriesfoundinMicrosoftAccessare:
1.Update-Updatesdatainatable.
2.Appendquery-addsdatainatablefromoneormoretables.
3.MaketableQuery-Createsanewtablefromadynaset.
4.DeleteQuery-Deletesspecifiedrecordsfromoneormoretables.

Creatingaselectquery
1.Ensurethatthedatabaseyouwanttocreateaqueryforisopen.
2.ClicktheQuerytab,thenNew.
3.FromtheNewquerydialogbox,chooseeithertocreateaqueryfromin
DesignvieworusingaWizard.
4.Todesignfromscratch,clickDesignView.TheShowTabledialogboxappears
fromwhichyoucanaddatableortablesyouwishtocreateaqueryforas
showninFigure3.17.
5.Clickthetablefromthetable/querylistandthenclickAdd.'
6.ClickClosetoclosetheshowtabledialogbox.
7.Thequerydesigngridopens.InMicrosoftAccessitiscalledQueryBy-
Example.Thisletstheusertodesignaquery.Figure3.18isQBEgridforatable
calledExam.

Partsofthequerygrid
Fieldrow-Fieldsfromatableortablestobeusedarearrangedinthisrow.Each
fieldshouldoccupyitscolumn.

Sortrow-Byclickingthedownarrowinthesortcell,youcanspecifythesort
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orderi.e.ascending,descendingornosort.
Showrow-ByclickingtheShowbox,youspecifywhethertodisplaythefieldin
thequeryresults:Whentheboxisnotchecked,thefieldwillnotbedisplayed.
Criteriarow-Thisiswhereyoutypeconditionalstatementthatwillbeusedby
thequerytodisplayspecificrecords.
Orrow-Usedtospecifyanalternativeconditione.g.ifyouwanttodisplay
recordswithafieldcalledCitywithitemsNairobiorEmbu,typeNairobiin
criteriacellandEmbuintheOrcell.
Toaddfieldsintothequerygrid:
1.Openthequeryindesignview

2.Fromthefieldlistoftheunderlyingtable,drageachfieldandplaceitinthe
fieldrow

Specifyingthesearchcriteria
Inordertosearchforaparticularsetofrecords,youhavetoenteraconditional
statementorstatementsinthecriteriarow.Forexampleifyouhaveatable
calledemployeeswithoneofthefieldsassalary,youcandisplayallthe
employeesearningmorethanShs.5,000,bytyping>5000inthecriteriarow,
salarycolumn.

Todefinecriteria,useeitherrelationalorlogicaloperators.Relationaloperators
includelessthan«),greaterthan(»,greaterthanorequalto(>=),lessthanor
equalto«=),notequalto«»andequalto(=).LogicaloperatorsincludeAND,
ORandNOT.

UseANDtodisplayvaluesinaspecificrange.Forexample,todisplayrecords
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from theemployeestablewithsalariesabove4000butlessthan6000,type,
>4000AND<6000onthecriteriarowinthesalarycolumn.Alltheemployees

whomeetthisconditionwillbedisplayed.

UseORifyouwishtogeteitheroneoftwovalues.Forexampleifyouwishto
getthoseemployeeseitherinNairobiOREmbu.

IfyouwanttodisplaydatainaparticularrangeusethewordBetween.For
example,insteadoftyping,>4000AND<6000,typeBetween4000And6000.

IfyouwanttolistallrecordsexceptthosethatyoudonotwanttoseeuseNOT.
ForexampleifyoutypeNOT6000inthesalarycolumnoftheemployeestable,
allemployeesrecordswillbedisplayedexcept.thosewiththeirsalaryas6000.

Todisplayrecordsyouarenotsureofthefieldnamebutatleastyoucan
rememberafewcharacters,useLIKEandthewildcards.Wildcardsare
specialsymbolsmostlyanasteriskandaquestionmarkusedinplaceofother
characters.Forexample,todisplayallnamesstartingwith"Sm"followedbyany
othercharacter,typeLikeSm?Like*/*/1993listsrecordscreatedin1993
regardlessofthedayormonth.

Savingandrunningthequery
1.ClicktheSavebuttononthestandardtoolbarorsavecommand from
thefilemenu.
2.Inthenameboxthatappears,typeinthenameofthequerythen clickOK.
3.Torunthequeryindesignview,clicktheRunbuttononthetoolbarasshown
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inFigure3.19orRuncommandfromtheQuerymenu.
4.Youcanviewtheresultsofyourqueryanyothertimebyselectingthequery,
thenclickingtheOpenbuttonfromthedatabasewindow.

SortingthedynasetTosortadynaset:

1.Inthesortrow,clickthedownarrowthatappearstospecifythesortorderi.e.
ascendingordescendingofthedesiredfield.

2.Displaythedynaset.

Modifyingandupdatingaquery
Todeletefieldsfromthequerygrid:
1.OpenthedesiredQueryindesignview.
2.Selectthefieldcolumnyouwishtodelete
3.ChooseDeletefromtheEditmenu.
4.ClicktheSavebuttontosavethechanges

Toadjustthecolumnsizeinaquery
1.Openthedesiredqueryindesignview.

2.Positionthemousepointerattheboundarythatseparatescolumnsthendrag
ittotherequiredsize.Alternatively,doubleclickthe boundarytoautofitcell
content.
3.ClicktheSavebuttontosavethechanges
Tomodifyacriteriastatement'selectquery,
1.Openthedesiredqueryindesignview.
2.Modifythecriteriastatementsasdesired,3.ClicktheSavebuttontosave
changes.
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4.Totestwhetherthechangeshavebeeneffected,clicktheRunbuttonto
displaytheresultsofthequery.

Performingcalculationsinaquery
Unliketables,querieslettheuserperformmathematicalcalculationsonnumeric
data.YoucanperformcalculationsinaquerybyusingtheTotalfunctionsorby
creatingbasicformulas
Creatingbasicformulae
Tocreateaformulathatcalculatesthetotalmarksinanunderlyingtablee.g.
Examstable:
1.Openyourqueryindesignview

2.Inanemptycell,preferablytheimmediatelastfieldcell,typeanexpression
thatincludesafieldnameofyourchoicesuchas:
Total:[Math’s)+(Physics)+(Chemistry)asshowninFigure3.20

Math’s Physics ChemistryTotal:
(Math’s)+(physics)
+(Chemistry)

Exam Exam Exam
.

√ √ √ √

Fig.3.20:Creatinganarithmeticexpression

3.Youcanthensetthecriteria,andotherqueryoptions.
4.Savethequeryandrunit.Theresultsofthecalculationswillbedisplayedin
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thedynasetasshowninFigure3.21.However,thisfieldisnotaddedtothe
underlyingtable(s)becausequeryresultsmustalwaysbebasedonthemost
currentdatainthedatabase.
UsingTotalfunctions .
Withaquery,youcananalyzeallrecordsfieldsusingtheinbuiltfunctionssuch
asSum,Average,MinimumandMaximumetc.Tousethetotalfunctions:
1.Openyourqueryindesignview.
2.ClicktheTotalsbuttononthequerytoolbar.
3.Selectthefieldyouwanttoanalyze.
4.Foreachfieldtobeanalyzed,clickitscellintheTotalrow,andthenselectany
ofthefunctionsasshowninFigure3.22.
Sum:Addsallthenumericaldataitems.
Avg;Calculatesthemeanofallnumericdataitemsinthefieldcolumn.
Min:Returnstheminimumvaluefromthefieldcolumn.
Max:Returnsthemaximumvaluefromthefieldcolumn.
Count:Returnsthenumberofitemsfieldcolumn.
5.Setcriteriaandotheroptionsthenclickruntopreviewtheresults
6.Savethequery.

Printingaquery:
1.Openthedatabasewindowofthedatabasecontainingthequeryyouwantto
print
2.Clickthequerytabthenthequeryyouwanttoprint.
3.From thefilemenu,clickprintSettheprintingoptionsthenclicktheOK.
Button.



mariamkerubo2020@gmail.com

Formorehighschoolnotes,FORM1-4ALLSUBJECTS,
setbooks,guidebooks,CPA,CIFA,IT,ICT&other

E-materials
WhatsApp0746711892

Creatingaselectqueryfrommultipletables
Whenyouusefieldsfrommorethanonetableinaquery,thereshouldbea
commonlinkorrelationshipbetweenthetables.Therearethreetypeof
relationships
1.One–to-One
2.One-to-Many
3.Many-to-Many

Inaone-to-onerelationship,foraparticularfieldinonetable(themaintable),
thereisonlyonematchingrecordintherelatedtableandviceversa.Inaone-to
-manyrelationships,foraparticularfieldinonetablethereareseveral
matchingrecordsinanothertable.Thisisthemostcommontypeofrelationship.
Forexample,apersonmaymakeoneorder,orseveralorders.Forthisinstance,
thereisonlyonerecordwiththatperson'sdetailssayincustomers'table,yet
thereareseveralrecordsrelatedtothesamepersonintheOrderstable.
Inamany-to-manyrelationship,forparticularrecordsinonetablethereare

severalmatchingrecordsintheothertableandviceversa.Thisisnotvery
common.

Definingrelationshipbetweentables
1.Makesureyourdatabaseisopen.
2.FromToolsmenu,chooseRelationships.Therelationshipdialogboxappears.
3.SelectthetablestoaddthenclicktheAddbutton..
5.Tocreaterelationship,clickonthecommonfieldanddragittothesecond
table.Thefieldsusedtocreatetherelationshipmustbeofthesametypeand
properties.

6.ToEnforceReferentialIntegrity,rightclickthelinejoiningthetwotablesthen
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clickEdit.AnEditrelationshipdialogboxsuchtheoneinFigure3.23willbe
displayed.

7.MakesureEnforceReferentialIntegrityischeckedtoensurethatallrecords
enteredintherelatedtableexistsintheprimarytable.

8.ClickOKtoclosetheEditrelationshipdialogbox.

Tocreateaquerybasedonrelatedtables
1.StartthedatabasewindowandclicktheQueriestab,
2.SelectdesignviewandclickOK.

3.Fromtheshowtabledialogbox,clickthetablesyouwanttobaseyourquery
onandthenclickAdd.

4.RelationshipbetweenvarioustableswillbedisplayedasshowninFigure3.24.
AddthefieldsfrombothtablesintotheQBEgrid.
5.SaveandRunthequery.

Creatingreports
Reportsareusedtosummarizeandpresentinformationfrom adatabase.A
gooddatabasesoftwareshouldenabletheusertogeneratedatabasereports
andprintthemforpresentationanddistribution.Thisprocessisreferredtoas
formalpresentations.Aswithforms,areportlayoutisalsodesignedbyplacing
controlsontothereportlayoutgridasshowninFigure3.25.

Partsofareportlayoutindesignview

ReportHeader-Thiscontainsunboundcontrolsthatdisplaystitleofthereport.

PageHeader-Containsheadingorlabelsdataitemstobedisplayedinevery



mariamkerubo2020@gmail.com

Formorehighschoolnotes,FORM1-4ALLSUBJECTS,
setbooks,guidebooks,CPA,CIFA,IT,ICT&other

E-materials
WhatsApp0746711892

column.

Detail-Holdsboundcontrolsthatdisplaydataitemsforthetableorqueryit
wascreatedfrom.

Pagefooterholdsacontrolthatistobedisplayedoneverypagesuchasthe
pagenumberanddate.Forexample=Now()displaysthecurrentdateandtime
assetinthesystemclock.

Reportfooter-Usedtodisplaysummaryfromareportsuchasthegrandtotal
fornumericaldatainaparticularfieldcolumn.

Creatingareportusingreportwizard
Justliketheformwizard,reportwizardtakestheuserthroughanumberof
stepsbyansweringafewquestionsandMsAccessautomaticallydoestherest.

Tocreateareportlayout:
1.Ensurethatthedatabaseisopen.
2.ClicktheReporttab,thenNew
3.Fromthe/NewReportdialogbox,clickReportWizardthen

4.Selectatableoraquerythenthefieldstobeaddedtothereportthenclick
next.
5.Thewizardasksyouwhetheryouwishtoaddanygroup.Groupingisusedto
categoriserecordsusingaparticularfieldforbetterpresentationorifyouneed
toperformcalculationsonagroupofcommonitems.Forexample,tocategorise
booksinalibrarydatabaseaccordingtoISBNNumber,doubleclickthefieldthen
clickNext.(Figure3.26).
6.In.thedialogboxthatappears,selecttheSortoptionifyouwanttosortthe
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records.YoucanalsoclicktheSummaryoptionsbuttonincaseyouwantMs
Accesstoperform calculationsonnumericalfields.Insummaryoptionsdialog
box,selecttheSummaryoptionsyouwantperformede.g.Sum,Averageetc.as
showninFigure3.27.ClickOKtoclosethesummaryoptionsdialogboxthen
Next.
8.From thelayoutdialogbox,selectthetypeoflayoutsuchasstepped,block
etc.Selectpageorientationi.e.eitherportraitorlandscapethenclickNext.
9.Instyledialogbox,specifythereportstylebyselectingeitherbold,casualetc.
10.Finallyenterthenameofyourreportthenclickfinish.Thereportwillbe
displayedonthescreeninprintpreviewmode.

Creatingareportindesignview
Justlikewithforms,youcancreateareportindesignviewbyplacingcontrols
onthereportdesigngrid.

Todesignareportindesignview:

.'
1.Inthedatabasewindow,clicktheReportstabthenNew.
2.IntheNewReportdialogbox,clickDesignview.
3.Clickthenameofthetableorqueryyouwanttogenerateareportfrom.
4.ClicktheOKbutton.Youwillgetareportdesigngridwhereyoucanplace
datacontrols.
5.Fromtheviewmenu,clickFieldList.
6.Todesignthelayout,drageachfieldfromthefieldlisttothelayoutgridand
dropitwhereyouwantthedatacolumntoappear.
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7.Onceyoufinishplacingcontrols,clicktheSavebutton.
8.Inthesaveasdialogbox,enterthenameofthereportandclickOK.
9.Toviewthereport,clickthePrintPreviewbutton.Alternatively,clickPrint
Previewfromthefilemenu.

Modifyingareportlayout
Tomodifyheadersandfooters:
1.Openthereportindesignview.
2.Clickthereportheaderorfooteryouwanttomodify.
3.MakethenecessarychangesandthenclicktheSavebutton.
4.ClickthePrintPreviewbuttontoviewthechanges.

Toaddmorecontrolsontothereportlayout:
1.Openareportindesignview.
2.DisplaythefieldlistbyclickingtheFieldlistbuttonorusingtheView.

3.SelectoneormorefieldsinthefieldlistanddragviewtotheReportdesign
grid.

Toresizeormoveacontrol:

1.Clickatoncetoselectit.Positionthemousepointertoontheplaceholder,
untilthemousepointerchangestoadouble-sidedarrow.Dragthepointerto
resizethecontrol
2.Tomoveacontrol,selectitandplacethemousepointerontheplaceholder
untilitchangestoahand.

Creatinglabels
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Alabelisastickerorpieceofpaperputonanitemforthepurposeof
identification.Examplesofstickersaremailinglabels,labelonthefloppydisk
whereyouwriteyournameetc.Usingthereportlabelwizard,MicrosoftAccess
letsyoueasilycreatelabelsofdifferentsizes.
Tocreatealabelusingthereportwizard,
1.Opentheyourdatabase
2.Fromthedatabasewindow,clicktheReporttabthenNew

3.FromtheNewReportdialogbox,selectLabelWizardthetableorqueryfrom
whichthelabelsaretobegeneratedfrom.
4.LabelwizardstartsrunningasshowninFigure3.28.
5.Fromaseriesofdialogboxesdisplayed,specifythelabelsize,font,andfields
tobeincludedinthelabel,whethertosortthelabels,thenameofthelabelthen
clickFinish.

Modifyinglabels
Justasyoucanmodifyareportoraform,youcanalsomodifyalabelby
manipulatingthelayoutcontrols.
Tomodifyalabel,

1.Fromyourdatabasewindow,clicktheReporttabthentheDesignView
button.
2.Thelabeldesigngridisdisplayed.Editthelayoutasdesired,saveandclose
thedesigngrid.
3.Toviewthemodifiedlabel,clickthePreviewbuttonfromthedatabase
window.

Printingthereportandlabels
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Beforeyouprintareportoralabel,youshouldfirstsetthepageoptionsi.e.the
margins,papersizeandorientation.
1.Openthedatabasethatcontainsthereportyouwanttoprint.

2.ClicktheReporttab,selectthereportyouwanttoprintthenclickthePreview
button.
3.FromtheFilemenu,clickPrint.
4.Settheprinteroptionsi.e.theprintertype,printrangeandnumberofcopies.
5.ClickOKtoprint.
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DESKTOPPUBLISHING(DTP)

Chapteroutline

4.1Introduction.
4.2Definitionofdesktoppublishing.
4.3Purposeofdesktoppublishing.
4.4Typesofdesktoppublishingsoftware.
4.5Designingapublication.
4.6Manipulatingtextusingthetoolbox
4.7Editingapublication.
4.8Formattingapublication.
4.9Printingapublication.

Introduction
Haveyoueveraskedyourselfhownewspaperandbookpublishingcompanies
managetoproducepublicationsthatareattractivewithcreativelayoutsand
graphicsinlargevolumes?Theydothisthroughaspecialprocesscalled
publishing.Publishingistheprocessofproducingpublicationslikenewspapers,
cards,pamphlets,pictures,calendarsetc.thathavespecialtextandgraphical
layoutsanddesigns.Thetraditionalmethodofpublishinginvolveddrawingand
writingmanuallyonwoodenormetallicboards.Theartworkwouldthenbe
paintedwithinkandpressedonpaperstoproduceaprintout.Thiswasavery
tediouswork.

Todaytheartofpublishinghaschangedbecauseoftheadventofpersonal
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computersandsmallerprintersthatareabletoprinthighqualitytextand
graphicseveninanofficeorathome.

Definitionofdesktoppublishing(DTP)
Desktoppublishingreferstotheprocessofproducingpublicationslikecards,
newspapersetc.bydesigningtheirtextandgraphicslayoutandinserting,
editing,formattingandprintingoftextandgraphicalobjectsusingaspecial
desktoppublishingsoftwareinstalledoncomputers.Theterm desktopmeans
thatallthepublishingprocessescannowbedoneonadeskintheofficeorat
homeusingapersonalcomputer!Thedifferencebetweenadesktoppublisher
andawordprocessoristhatadesktoppublishersoftwaregivestheusermore
toolsandcontrolofthepagelayout,textmanipulationandgraphicdesignthan
awordprocessor.

Howeveritisimportanttonotethatsomewordprocessorstodayhavealso
beenincorporatedwithtextandgraphicformattingandeditingtools.Hencea
thinlineexistsbetweenthemandthedesktoppublishers.Forexampleyoucan
designafullpublicationinMicrosoftWordbyusingtheavailabledrawingand
picturetools,createcolumnsetc.

ExamplesofdesktoppublishersincludeAdobePageMaker,CorelDraw,Microsoft
PublisherandVentura.ThisbookwilluseAdobePageMakertodemonstratethe
conceptsofdesktoppublishing.

Purposeofdesktoppublishingsoftware
DesktopPublishingprogramsareverypopularinpublishingbecausetheygive
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thepersondesigningpublications(typesetter)alotofcontrolon:

Graphicdesign:Usingdesktoppublishingsoftware,atypesettercancreateand
editverycomplextextandgraphicalobjectslikepicturestothefinestdetails.
Forexample,thesoftwareprovidestheuserwithrulersandrulerguidesthat
canbeusedtoplaceanobjectinexactlythecorrectposition.

Pagelayoutdesign:Withadesktoppublisher,theusercanbeabletodesigna
pagelayoutbysettingconsistentpictureandobjectlocations,dividingapagein
anumberofcolumnsandcreatinglayers.A layercanbeviewedasthe
arrangementofobjectsontopofeachotherwiththeoneontopbeingonthe
firstlayere.g.textcanbeononelayerwhilegraphicalobjectsonanother.
Thereforethetextlayercanbemanipulatedseparatefromthegraphicalobject
layerlikeforexampletextmovesseparatefrom theobjects.Anothergood
exampleisyoucanmakethegraphicalobjectlayertransparentinordertomake
thetextinalayerbehindtheobjectvisible.

Printing:Becausethemainpurposeofanydesktoppublisheristoproduce
publications,thiscannotbeaccomplishedwithoutprinting.Desktoppublishing
softwarethereforehelpstheuserpreparewhatisreferredtoasanartworkin
commercialcirclesforprinting.

Typesofdesktoppublishingsoftware
Therearetwomaintypesofdesktoppublishingsoftware:

Graphicalbased:Theyarespecificallydevelopedtoeditandformatgraphic
objectslikepictures.ExamplesareAdobePhotoshop,CorelDraw,harvard
graphicetc.Thisdesktoppublishershavesuperiorimagehandlingcapabilities
likesettingresolution,brightness,contrast,croppingandfillingimagesofall
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typeswithcolour.

Layoutbased:Thesetypesofdesktoppublishersarespecificallydevelopedto
createdifferentpagelayoutdesignsfortextandpictures.Haveyouever
wonderedhowthecomplicatedfrontpageofanewspaperisdeveloped?Itis
difficulttoachievesuchwithoutagoodlayoutbasedDTP.Goodexamplesof
layoutbaseddesktoppublishersareAdobePageMakerandMicrosoftPublisher.

Designingapublication
Publicationsvaryindesignandformatting.Forexample,acardhasaparticular
designlayoutthatisdifferentfromanewspaper.Therefore,publicationdesigns
determinehowtheyareclassified.

Typesofpublications
Itispossibletoproducedifferenttypesofpublicationsusingadesktop
publishingsoftware.Thereareseveraltypesofpublicationsthatcanbe
publishednamely:

Cards:Thesemaybeforweddingsandotherspecialoccasionslikegraduations
andforcongratulations.

Certificates:Toshowcompletionofcoursesandspecialevents.Thesetypeof
publicationsareverysensitivebecausetheymustbedesignedtodiscourageany
typeofduplicationorcounterfeits.

Newspapers,magazines,pamphletsandnewsletters:Havenewstargetinga
groupofpeople.Theymayhavemanytextandgraphicallayoutsanddesigns.

Books:Arebulkypublicationswithmanypagesboundtogetherinthesame
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publication.

Calendars:Apartfromshowingdates,theyareusedbycompaniestoadvertise
theirproductshencemostofthemhaveheavycatchygraphics.

RunningAdobePageMaker
CurrentlyPageMakerversions6.5and7.0arethemostcommondesktop
publishingsoftwaredevelopedbyAdobePageMaker.OtherAdobeproducts
includesAdobePhotoshopmainlyusedforeditingandformattingphotographs,
Adobeillustratorusedforcreatingcomplexfreehandartworksuchasdrawings
andlogosetc.

StartingAdobePageMaker
1.ClicktheStartbuttonandthenpointtoPrograms
2.Fromtheprogramssidekickmenu,pointtoAdobegroupthenselect
PageMaker.Figure4.1showshowtostartPageMakerinatypicalWindows
environment.
3.ThePageMakerprogramstartsandprovidestheDocumentSetupdialogbox.
IftheDocumentsetupdialogboxisnotdisplayed,thenclickFilemenuand
selecttheNewcommand.
4.IntheDocumentSetupdialogboxsimilartotheoneinFigure4.5specifythe
publicationsetupoptions.
5.ClickOKtoapplytheselectedoptions.Apublicationwindowsimilartothe
oneinFigure4.2isnowdisplayed.

PageMakerscreenlayout .
ThePageMakerapplicationwindow lookslikemostapplicationwindowsfor
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programsyouhaveusedbefore.Italsohasatitlebar,menubarandscrollbars.
However,youwillnotethatunlikemostoftheMicrosoftapplicationsyouhave
usedbefore,AdobePageMakerdoesnothaveastatusbaronitsapplication
window.Themostnotabledifferencebetweenadesktoppublishingsoftware
suchasPageMakerandaword-processingsoftwaresuchasMicrosoftWordis
thatadesktoppublishingsoftwarehasitsprintableworkareacenteredona
pasteboardasshowninFigure4.2.
The PageMakerpublication window ismade up ofthe following layout
components:

1.Thepasteboard. 3.Thetoolbox. 5.Rulers

2.Theprintablearea.4.Masterpages.
6.Controlpallete.

Thepasteboard
Apasteboardisalargeblankareawhereyouplacetextandgraphicalobjects
beforearrangingthemneatlyontheprintableworkareaenclosedwithmargins.

Theprintablearea
Itistheareathatlookslikeapagesurroundedbymarginsonthepasteboard.
Anyobjectortextthatisplacedontheprintableareawillbeprintedbythe
printer.

TheToolbox.
Thisisasetofbuttonsthatcontainsvarioustoolsyoucanusetocreateand
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manipulateyourpublicationithasthefollowingtools
Linetool
Rectangletool
Ellipsetool
Polygontool
Handtool
Pointertool
Rotatetool
Texttool
Croppingtool
Constrainedtool
Rectangleframetool
Ellipseframetool
Polygonframetool
Zoomtool
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